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Good health is good business—O fice medical programs cut costs 
Danger ahead—W’hen office and factory move under one roof 
NOMA stresses executive development— Report on Boston conference 
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“ S/ationals save us over $200,000 a year... 


repay their cost every 9 months!”’ —pousieoay « company, INC., new vorx 


“Accounting systems and time-saving 
equipment in a major publishing house 
such as ours (we ship approximately 
50,000,000 books a year) are of para- 
mount importance. 

“We depend on National Accounting 
Machines in our Book Club mail rooms 
and to handle our payroll and account- 
ing work. We use National Cash Regis- 
ters in the Doubleday Book Shops and 
company cafeteria. The result is a com- 
plete, integrated sales-accounting system 
that provides control over all transac- 


tions, and also furnishes valuable in- 
formation to management. 

“Our National Machines pay for 
themselves every 9 months, for they 
save us over $200,000 a year. And 
National's ease of operation makes it 
simple to train operators and keep them 
happy—another reason why we've or- 
dered 4 more National “Class 31” Ac- 
counting Machines.” 


Treas., Doubleday & Co., Inc. 


No matter what the size or type of your 
business, National Machines increase effi- 
ciency and soon pay for themselves out of 
the money they save. On many jobs, Na- 
uionals do up to 24 of the accounting work 
automatically! Call your nearby National 
representative today. Let him show you how 
much you'll save with the National System 
adapted to your needs. 


Spalional 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 
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STEELCAS 


can make your office look like this! 


You get efficiency—as well as beauty—that = space than normally required. 
pays off in a big way when your office is 


: : You'll recognize instantly the favorable af- 
equipped with Steelcase. 


fect of Steelcase styling, color and beauty on 
Through Steelcase engineering and planning customers and employees alike. 

25° more employees can be seated in a 
given area. Users report gains as high as 
35° in work output. 


With all this, Steelcase saves you money with 
its lifetime construction. 

These are just a few reasons why leading 
national organizations are standardizing on 
Steelcase. Ask your local Steelcase dealer for 
their names. 


—P re ae ee ; ~—— Voy Look for your Steelcase dealer 
ncreased filing capacity is yours, too, in less in the “Office Equipment” 


classification of your phone directory. 


For new ideas in office planning, write for “Tooling Up Your Office” STeE E LCAS E 


Business Equipment 


The interchangeability of Steelcase desk tops, 
drawers and pedestals allows you to meet 
changing job requirements immediately. 


METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 


July, 1953 OFFICE MANAGEMENT 
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Investment 


‘THAT ADMIRING glance a visitor casts about a beautifully furnished office Prestige 
Rana ‘d ised how significant i 
may seem casua but you'd be surprised how significant it can be ad that pays 


For an atmosphere that breathes ‘‘success’’ inspires confidence. 


And confidence leads to more signatures on more dotted lines. The tangible 


many offices created by Macey-Fowler for some of the country’s finest ee 
Ui Desig tig oar Dividends! 
firms are paying dividends in business success. Why don’t you invest in the 
profitable potential of a well appointed office? Consult us for further details. 
Visit our showrooms where you can see typical offices set up in “model room” 


displays. Or, write us for handsomely illustrated catalog. 


Macew fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 * 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT July, 1953 
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IT MAY STILL be hard to get . 
skilled office workers, but space Office Methods, Equipment, Personnel, and Purchasing ~F4 
for them to work in when they Sponsor of the “Office of the Year” Awards 
are found may soon cease to be 
so much of a worry for manage- ? 5 : 
ment. july, 1953 
, , Volume XIV ® No. 7 
Delegates to last month’s con- ame , 
vention of the National Associa ba ail 2 
tion of Building Owners & Man- in this issue 
agers were told that outside of x eee 
a few big cities supply and de- Not “too briskly efficient” (Editorial ) 
mand with respect to office space 
is leveling off. In offices where Good health is good business 
oo r — " . ” e 
If we only had more room” has by Robert M. Smith res 
re-echoed for many a year, it will an 
be most interesting to see what is me 
5 , Danger ahead 
going to happen when—and if— b ] a 
that oft-repeated prayer is an- y Arthur C. Croft ¥ 
swered. . 
Employees in on plans for Mennen offices ig 
NOMA stresses executive development al 
- 
. , ee 
Tools of the office series : eae 
j deat 
ae This month: secretarial posture chairs, staplers, 
=: . S ee 
ss numbering machines do 
== ; 
= 
se ie a . . . . . . 
=> They like it behind this iron curtain 
c= 
on a 
oo - > . , . . + ¢ 
a Photocopying saves money. speeds work in union a 
office ‘ 
Semi-annual index—January through June. 1953 
e.: 
a ce 
ya a 
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IN THE BEST PLANNED OFFICES 


ds 
ts 


A Summer Plan... 
FOR YEAR ’ROUND ECONOMY 


Take advantage of the summer slack to plan for real 
office economy . . . economy that begins with your office furniture. 


Today’s offices call for CRESTLINE . . . the Steel Office Furniture 
that gives you years of dependable service . . . that will stand up to 
the hardest use and keep its factory-fresh appearance. 


The year-after-year service of CRESTLINE Steel Office Furniture can 
reward you with amortized economy which will prove that when you 
buy CRESTLINE you buy for today and many, many tomorrows. 


Use the free CRESTLINE Office-Plan-Rule 


to help you achieve the perfectly planned 
office. Write for your full color CRESTLINE folder 
and Office-Plan-Rule today — no obligation 


to you, of course. 


SECURITY STEEL EQUIPMENT CORPORATION 


40 MIDDLESEX ROAD 


AVENEL, NEW JERSEY 


OFFICE MANAGEMENT 


Scientists to Study Office 
Techniques at Chicago 
Conference 
The use of office machines and tech- 
niques to record, catalog, coordinate, 
and disseminate the vast amount of 
scientific information required in tech- 
nical research will be the subject of 
a symposium to be held September 9 
to 11 at the Palmer House in Chicago 
under the sponsorship of the American 

Chemical Society, 

The program, which will include 
demonstrations of office methods, is en- 
titled, “Equipment for the Preparation, 
Reproduction and Utilization of Tech- 
nical Information.” 

The symposium will be conducted 
by M. P. Doss and L. C. Stork, both 
ot The Texas Co. Together with the 
accompanying exhibit, it is expected to 
be attended by more than 10,000 mem- 
bers of the American Chemical Society 
and chemists and chemical engineers of 
the nation’s leading manutacturing 
companies. 

Manufacturers of office machines and 
equipment are invited to participate 
in demonstrating the value of their 
products to the chemical and engineer- 
ing industries. Material on these prod- 
ucts should be sent to M. P. Doss, The 


Texas Co., 135 E. 42nd St., New York 


i ME, 

The basic problem to be studied at 
the symposium is how to deal with the 
enormous quantity of scientific infor- 
mation which is constantly being 
turned up in research and practical ex- 
perience. The Society feels that this 
material, despite its tremendous poten- 
tial value in the advancement of Ameri- 
can enterprise, is of little use unless it 
can be made accessible to those who 
need it. 

Unless the fruits of research can be 
recorded and made available in con- 
venient form, it is claimed much time 
and money may be wasted in repeat- 
ing expensive experiments which have 
already been made, or in undertaking 
projects without the data necessary tor 
efficient planning. 

Technical and professional men have 
shown an appreciation of the poten- 
tialities of office equipment and office 
techniques, and have expressed great 
interest in studying the methods by 
which they can be applied to the prob- 
lems of collecting, storing, organizing, 
and disseminating scientific informa- 
tion in a useful form. 

Among the topics to be discussed at 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


..- ASSURE YOU OF MAXIMUM 
ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements. 


Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


She | 
REYNOLDS & REYNOLDS 
Company 


BUSINESS FORMS SINCE 1866 
| DAYTON, OHIO 
| SALES OFFICES IN MOST PRINCIPAL CITIES 


© 


Please send me complete infor ion on Reynolds & Reynolds 
Accounting Machine Forms . 


Make of Machine __Model___ 


Firm Name 


Address 
City 
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let MARSHALL FIELD & COMPANY'S 
Contract Division... 


PRINTING AND LITHOGRAPHING CO. RACINE. WISCONSIN 


(A RECENT INSTALLATION WESTERN 


... Plan, Decorate and Furnish 
Your Offices 


This general office area is an example of the complete 
planning and furnishing services which Field’s Contract 
Division provides. The metal office furniture is but one of the 
many outstanding lines in both metal and wood, 

in either Modern or Traditional styling. 


Whatever your place of business, Field's will provide the 
furnishings and the good advice to outfit it tastefully . . . 

all with a sharp eye on your budget. Our competent staff 

of salesmen and designers will help you with every phase of 
your furnishing problem. We will take over the job 
completely for you, just as we did at Western Printing and 
Lithographing. Floor coverings, draperies and accessories 

are available here to insure continuity and a layout complete 
in all details. And, all at prices which are at a special net 
commercial level. 


Visit or telephone our showrooms, or write to Department 630. 


MARSHALL FIELD & COMPANYS 


CONTRACT AND OFFICE 
FURNISHINGS DIVISION 


Second Floor 


Merchandise Mart 


Chicago 54, Illinois 


OFFICE MANAGEMENT 


| the September symposium are the fol- 


| lowing: 


Special typing, stenciling and hecto- 
graphing. 

Photoduplication by means of trans- 
parent negatives and positives. 
Photocopying by means of cameras. 
Lensless photocopying with  sensi- 

tized paper. 


Microfilming, microcarding, and mi- 
croprinting. 

Equipment and methods for screen 
projection. 

Offset and direct printing. 

Xerography. 

Audio methods for handling data 

Punched cards. 


Numerical data machines. 


These topics will be covered by 
speakers not connected with the firms 
and 


| papers will make use of actual demon 


| offering exhibits. Presentations 

| strations of office equipment. Exhibi- 

| tors are also invited to submit slides 

| illustrating their products for use by 
the speakers in presenting their sub- 
jects. 

The exhibit itself will be managed by 
the Prestige Expositions Co., 545 Fitth 
Ave., New York 17, N. Y. 

° i * r a ; 
IBM to Build New Plant 
For Electronic Devices 
Near Indianapolis 

International Business Machines 

Corp. expects to complete a new 180,- 
000-square-foot plant at Greencastle, 
Indiana, early in 1954. This new build- 
ing will be devoted exclusively to the 
manufacture of cards for with 
IBM’s electric 


ing mact 


use 
and electronic account 
ines. 

The new plant will make extensive 
use of glass block panels tor purposes 


: 
of illumination. A 


“vision strip” of 
windows, however, will also be provid- 
ed below the glass blocks, to permit a 
view of the landscaped grounds. 

Structural steel frame construction 
will be used. The exterior of the build- 
ing will be of brick and Indiana lime- 
stone. A teature ot the manutacturing 
area will be its maple block flooring 
and its acoustic treatment, 

Shipping and receiving functions will 
be facilitated by provision ot an en- 
closed area at the rear of the building 
where 14 railroad cars and 14 tractor 
trailers can be handled simultaneously. 

Greencastle, Indiana, the site of the 
new plant, is 40 miles southwest ot 


Indianapolis. 
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Letters to the Editor 


To the Editor, 
Orrice MANAGEMENT 

I should like very much to bring up 
a subject that I am certain is of great 
consequence to the public in general 
and to the office world in particular. 

That is the subject of the forwarding 
of commercial mail from a former ad- 
diess to a new one. Whenever there is 
a change in address, most of us go 
through the routine of filling out a 
post ofhce form giving the new address 
and asking that mail be forwarded 
there. What most of us do not know, 
among other things, is that such a re 
quest is followed for just two years— 
there is no guarantee that anything will 
be forwarded after that period. 

Then, too, there is the matter of 
label or name plate mail. Labels or 
name plates on articles commonly lack 
a street address, bearing only the firm’s 
name together with its town and state. 
Correspondents interested in inquiring 
about or purchasing an article being ex- 
amined, just copy off the streetless ad- 
dress as given on the label or name 
plate, naively assuming that their let- 
ters will invariably reach their intended 
Cestination. Now this type of mail— 
and a very profitable type it is—was al- 
ways delivered to us despite several re- 
locations within the limits of New 
York City over a period of 37 years. 
But this same valuable type of mail— 
containing inquiries, orders, and even 
checks — became immediately unfor- 
wardable under postal regulations upon 
our relocating outside city limits. It 
goes without saying that a great deal 
of ill-will is worked up among all con- 
cerned, 

These and other facts I have learned 
through experience gained painfully 
since the removal of my company in 
1941 from New York City to its pres- 
ent location. 


The Public 

Nevertheless, my complaint, as griev- 
cus as it undoubtedly is, concerns not 
s¢ much the mail-receiving headaches 
ot my firm or any other company. 
Rather, my complaint concerns the 
great public. It concerns the millions 
ot persons who have been wasting their 
time and money over the years in the 
tutile sending of letters and parcels un- 
necessarily destined by antiquated post- 
ai rules to be returned as undeliverable. 
In a word, it is not so much the mail- 


SAVE Money... 
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SAVE Time... 


Solve Record Keeping Problems 
with ROL-DEX* by Watson! 


established 1887 


ROL-DEX installation in the office of Blue Cross, Philadelphia 


Production Per Worker 
Increases 25 to 60%! 


Many alert executives are installing ROL-DEX by Watson, the 
modern, economical method of housing records. Records roll 
to the seated operator smoothly, rapidly, quietly. ROL-DEX, 
custom built to your special needs, is adaptable to both small 
and large quantities of records. There is less operating cost per 
filing inch with ROL-DEX. Pays for itself in direct savings to 
vou. Investigate ROL-DEX—now! 


? NO *Pat. and Pats. Pending 4 ; 
, WALKING ope Oe ee 
Sania ' WATSON MANUFACTURING CO., Inc. ' 
! Rol-Dex Division, Dept. G-! ' 
NO ! Jamestown, New York 
) STOOPING ' Please send me information about ROL-DEX rolling re- : 
am =| cord units. 
> I Company 1 
' Name _ Title 
NO ' 

, } Street Zone 
SQUATTING a ' 
i | City State . 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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Does your letterhead.... 


Build Prestige? 


An important part of the impression made by 


‘ your typewritten salesmen — your letters — comes 
ti from the paper they're on. If your letters are 
bs important — as of course they are, or why write 


them? — then the paper that carries them 
needs the feel and fact of quality. You can get this 
with Parsons fine writing and bond papers. 
They're made with new cotton fibers. 


- Find out for yourself. See how a leading designer, Lester Beall, 
thinks letterheads should be made. Our portfolio of ten Beall 
| » designs, on three Parsons papers, also gives his ideas on “How 

i ‘to Design a Letterhead” — the portfolio’s title. It won the 


distinction of acceptance by The American Institute of Graphic 
Arts’ show, “Printing for Commerce, 1953”. Write today on your 
letterhead for your free copy. Parsons Paper Company, Depart- 


ment 78 , Holyoke, Massachusetts. aS 
PARSONS | 


PAPER COMPANY | 
1053-1959 


© rec 1959 
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Here's a desk that gives impressive dignity to any executive office, and at the 
same time provides ample, comfortable working area for a staff conference 
. .. eliminating separate conference room. 


Its big, beautiful top provides a working space approximately seven 
feet by four feet . . . including a 9” overhang on three sides for leg 
comfort when used for conferences. 


ss a faa ye ree 


This desk headlines a complete group of matching, functionally 
styled office pieces. Ask to see ‘Wiltshire Modern 
by Imperial” at your dealer's . .. NOW! 


wr 


desk company N WRITE FOR: 


Office planning guide, featuring furniture 
pe EVANSVILLE 7, INDIANA cut-outs, floor graph, and decorating hints. 
. a a Cle as aS 


Letters to the Editor 
(Continued ) 


receiving problems of the tew that re 
quire the attention of the post office 
department. Rather, it is the mail- 
sending problems of the many which 
require official recognition. 

Nor should we lose sight of the in- 
fluence of mail-forwarding practice on 
the economic health of our nation 
Mail withheld from relocated concerns 
is just so much business lost to the 
country as a whole. The post otfice de- 
partment must realize that it is op 
erating in an age of industrial decent 
ralization,. 

In the course of my many years of 
eflort to rationalize miail-forwarding 
procedure in the light of business mo\ 
ing out to the towns and villages ot 
our nation, I presented my briet betore 
Postmaster General Donaldson 
1950 through the intermediation otf 
Senator John Sparkman, chairman of 
the Senate Select Small Business Com 
mittee. But my effort met with the 
usual adamant reluctance to alter regu- 
lations hallowed by their very ant: 
quatedness. 

Consequently, people are still wast 
ing time and postage sending inquiries, 
orders, and packages to relocated con 
cerns such as mine, only to have suc! 
mail returned and marked as undeltv- 

a 


erable. And waiting in vain for these 


valuable pouches of “undeliverable” 
mail are relocated concerns such as 
mine ... concerns too small to main 
tain profitably a branch office or maL- 
ing address at their city ot departure 


Official Remedy Proposed 


But to correct this deplorable situs 
tion, what is the remedy proposed by 
the post office department? Nothing 
but the utterly impractical injunction 
that concerns should advise correspond- 
ents of change of address when relo 
cstion is contemplated or effected. 

This sort of suggestion, like others 
issuing from postal authorities, is sat- 
istactory only when applied to the cate 
gory of personal mail. But in the cate- 
gory of commercial mail, the situatior 
is utterly different. Any businessman 
knows that much of his mail comes 
from correspondents whose names are 
not on file. And he also knows that 
many of the names that are on file be- 
come increasingly unusable because of 


the unknown relocation of their bear- 


ers. The expression “Return Postage 
Guaranteed” printed on so much out- 
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Letters to the Editor 
(Continued) 


going commercial mail is sufficient 
proof of this statement. 

It is obvious that we must look else- 
where for a solution to our problem. 

A Suggestion 

Now, the first step towards the solu- 
tion of the mail-forwarding problem is 
to separate the mails into the two cate- 


gories previously mentioned, namely: 
(a) commercial mail, (b) personal 
mail. We shall concern ourselves only 
with commercial mail, 

Secondly, postal regulations should 
be modernized to meet the new condi- 
tions brought about by the process of 
industrial decentralization. 

With these two focal points in mind, 
appropriate tactics of realization will 


ceme to mind at once and during the 
For example, 


course of adjustment. 
the whereabouts of any relocated firm 
in the United States could be deter- 
mined by the compulsory use of serial 


number identification for each firm, 
these serial numbers being filed in a 
central postal agency. Upon moving to 
a new location, the concern should be 


required by law to report its address 
and to pay for a mail-forwarding serv- 


ice, the charge to be determined accord- 


ing to the amount of mail forwarded 


during a given period. 


In this way, senders of commercial 


mail would be assured of delivery it 


the relocated firm is still in business; 


and the concern itself, no matter where 
it locates within the United States, 
would be assured of receiving all of its 
mail, and this without time limit. 

I close with the hope that the post 
office department will take up this 
problem at last and do something about 
it. 


D. M. Gancuer, 
Gem Adding Machine Co., 
Cuba, N. Y. 


Steel Furniture Co. Adopts 
**Fortress” as Trade Name 
The Steel Furniture Manufacturing 

Co. of Baldwin Park, California re- | 


cently announced a change in the trade 
name of its line of filing cabinets. The 
new name is “Fortress” and a new 
trade-mark bearing the “Fortress” label 
is being designed. 

Donald 
added that the company will soon in- 
troduce a complete line of office desks 
and equpiment to supplement the line | 
of filing cabinets. 
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Epstein, sales manager, 
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The FH costs ae 
little more thana 
standard typewriter 

Most of the folding jobs now 
being done by hand in your office 
can be done far more quickly and 
economically by this low-cost, 
portable folding machine. Even in 
the smallest offices, it has proved its 
great worth. 

With semi-automatic feed and 
electrically driven, it can accurately 
double-fold up to 5,000 pieces per 
hour. Can single-fold or double- 
fold sheets when stapled together. 
Altogether, it can make eight different 
basic folds, handling paper sizes from 
3 by 3 up to 84% by 14 inches. 

Little larger than a typewriter, and 
it costs but little more. It is light and 
portable—can be moved about easily 


PITNEY-BOWES 


...awfully easy 
and very fast! 


Easy! Fold sample sheet. Measure the 
folds on metal rule. Then... 


ia 
Move indicator knobs to widths wanted 
... And it’s ready to go! 


—and takes up little space. Any one 
can operate it. 

To set it for a job is as easy as 
tuning in a TV set...simply measure 
the folds wanted and adjust two 
knobs. (See illustration.) 

An FH Folding Machine could 
be a great help in your office. Why 
not have a demonstration? Call the 
nearest Pitney-Bowes office for a trial 
. . » Or send coupon for the free 
illustrated booklet. 


Fully automatic model 
FM folds up to 19,000 
sheets per hour. 


i Pitney-Bowes, INc. 


i | lin Machines t 2971 Pacific St., Stamford, Conn. 
oO g I Send free booklet on Folding Machine to: 


originators 


- 
oe 
—- 
Made by Pitney-Bowes, Inc. . . . 
Of the postage meter . . . 93 branch offices, 
with service in 199 cities in U.S. and Canada, 
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Finger grip never touches 
ink. No chance for ink to 
€ touch you. 
Fountain base “ink-locked” 
/ against accidental spillage. 
/ Only the pen unlocks 
e the ink. 


/ Fountain base holds 40 
; 2 Yh - times more ink than ordi- 
my ; ; nary fountain pen. Won't 
3 oe: -» 


leak. Won't flood. Easy to 
clean as a saucer. 


TO SELECT OR 
REPLACE... 2 
HERE'S ALL Cay 


ef 


Model 444 


CHOOSE THE RIGHT POINT FOR THE WAY YOU WRITE...BY NUMBER 


A different, better desk pen—with 
the ink fountain in the base instead 
of in the pen barrel. Pen instantly 
fills itself each time you return it 
to the socket. Always ready to 
write a full page or more every 
time you pick it up. 


Ask your stationer for a demonstration 


Gsterbrook 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd. 
92 Fleet St., East; Toronto, Ontario 


Sr se Gut 1953 
i) THE ESTERBROOK 


PEN COMPANY 


ONLY A FEW OF THE MORE 
POPULAR POINT STYLES SHOWN 


12 


Business Efficiency Kit 
Developed to Aid 
Self-Analysis 
A new method by which manage- 
ment can conduct its own efficiency 
survey has been developed and market- 
ed by Joseph A. Alexander & Staff, 
management engineers, 2095 Broad- 
day, New York 23, N. Y. It is known 
as the “Business Efficiency Survey Kit.” 
The kit was designed to enable a 
company to make a critical analysis of 
its entire business without calling in 
consultants, It 
consists of a 42-page booklet, which 


outside management 
contains the necessary instructions and 
explanations, and a supply of forms 
and check lists for use in conducting 
the survey. 

It is claimed that use of the kit al- 


| lows the business man to combine his 


own knowledge of his company with 


the specialized techniques of the man- 


| agement engineer. Essentially, it is in- 
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tended for application to companies 
having from 25 to 500 employees, but 
it has been used by concerns above and 
below this range. 


New Flexowriter Models 
Announced 

Commercial Controls Corp. of Ro- 
chester, N. Y. has announced the devel- 
opment of two Flexowriter models to 
give at one typing a visible typewritten 
copy and a tape which can be used 
either for standard teletype communi- 
cations systems or to actuate tape-con- 
trolled card punching machines for 
automatically punching tabulating 
cards, 

The new models are FPC-5 and 
FPC-8. Model FPC-5 punches a tape 
identical to that punched by printing 
telegraph equipment; this tape can be 
Model 
FPC-8 punches an 8-hole tape as a by- 


used for wire transmission. 
product of typing an original docu- 
ment. This tape is capable of record- 
ing all upper and lower case letters and 
symbols, and is used to actuate tape- 
controlled card punches for automatic- 


ally punching tabulating cards. 


APSCO Changes Name 
of Company 

The manufacturers of Apsco brand 
products have changed the name of 
their company to Apsco Products Inc. 
to conform to their trademark. Former- 
ly the organization was known as the 
Automatic Pencil Sharpener Co. 


(To page 62) 
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CREATED TO PLEASE 
THE MOST COST-CONSCIOUS 
OFFICE MANAGER! 


BE Wlultiple Copica Princts Sharply 


ME Croton Durability 
ME Chan-Edge,, Cait Corner Conuenioner, 


WE Grudge free, 
We LLip- proof, Miracle Tow, Curl-Cose Back 


Looking for a carbon paper that provides maximum service at a 
re ally low price? Then you re looking for M & Vv s Ple nity Copy. 
For here is a truly low- priced carbon paper that gives you the 
quality features and durability usually found only in the most 
expensive carbons. 


Plenty Copy ribbons, too, are famed for low-price leadership. They 


combine a superbly durable fabric and excellent sensitivity with 


New—Miracle Nylon with F-100! 


the greatest advancement in the history of black 


ribbon inks. Try the new Miracle Nylon ribbon F Send for FREE samples! 


for your most particular typing jobs. 


MITTAG & VOLGER, INC. 


PARK RIDGE, NEW JERSEY 
RUSH SAMPLES IMMEDIATELY 


I use a Regular Cc Noiseless CT 


GREAT NAMES FOR SPARKLING PERFORMANCE 


Electric a typewriter and usually make copies. 


Address . a 


7 |jeceae | Ge Hoge 
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the great new inks developed by the industry's most aggressive 


Acknowledged as the leader among nylon ribbons, staff of skilled chemists. Trv Plenty Copy ribbons and carbon paper 
Miracle Nylon is now available with F-100, in your office. Write for free carbon paper samples today. 
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GE will boost your PE* 


For a small fraction of 1% of your “fixed expense’ you can 
enjoy GF’S MODE-MAKER, America’s finest desk 


Working at a handsome, efhcient GF 
Mode-Maker desk will make you feel 
better. You will accomplish more. 
It will increase your prestige or that 
of your company among clients or 
customers. 


The cost of a Mode-Maker desk, which 
will last a business lifetime, is relatively 
insignificant (less than 1°) when 
compared to the salary paid to the 
person who uses it over a 10-year period. 


Mode-Maker is America’s foremost line 
of desks. There are models for private 
and general offices and all of them are 
unusually efhcient and handsome in 
appearance. 

Learn what a relatively insignificant 
investment in Mode-Maker desks can 
do for you and your ofhce. Call your 
nearest GF distributor or write The 
General Fireproofing Company, Dept. 
O-19, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


* PRESTIGE FACTOR 


- GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 
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Miss Janvrin at NOMA conference in Boston, with A. Bradley, board 
chairman, Office Management Association of Great Britain 


Not “too briskly efficient” 


JEANNETTE JANVRIN, of London is not only Britain’s “Perfect Secretary,” 
but a truly courageous girl. 

Winner of a contest sponsored by the London Evening News and this 
country’s National Secretaries’ Week Council, Miss Janvrin was brought 


here a few weeks ago for a whirlwind tour during which she, in the words 


of C. King Woodbridge, president of Dictaphone Corporation and chairman 


ef the council, helped “to give due recognition to the importance of secretarial 


work and interest many June high school graduates in a secretarial career.” 


In the course of her tour Miss Janvrin spoke pleasantly and intelligently 


on many an occasion. But nothing she said, we think, packed more wisdom 


into it than a little off-hand remark she made on her arrival from London. 


Listing for the inevitable reporters her conception of what the qualifications 


of the perfect secretary should be, Miss Janvrin, standing for the first time on 


the soil of the country which considers itself to be the inventor of office 


efficiency, said that she herself did not believe in being “too briskly efficient.” 


Brave girl! This is the sort of comment that thousands upon thousands 


ot bosses throughout the United States have been hoping someone would 


make. At the end of how many long and tiring days has a man gone home 


and moaned to his wife, apropos of secretarial super-eficiency, “She's driving 


me crazy.” 


We Americans always like to play the game hard; many of us, if we go 


in for efhciency, set out to be more efficient than anyone should ever be. 


Pursuit of that aim in secretarial circles can be most trying, as many an execu- 


tive would say if he had the courage to. Obtrusive efficiency can be a fatal 


abrasive, wearing down the unfortunate boss of the girl who strives for abso 


lute perfection from nine to five! 
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Good health is good business 


by Robert M. Smith 


IT MAY BE a persistent headache that never seems to let 
go—an upset stomach—a generally listless feeling—condi- 
tions that perhaps would never ordinarily send you to a 
doctor. But you know the office medical department has 
aspirin, may have some medicine for indigestion, will per- 
haps have vitamin tablets. You go there. 

That visit may win you neither the aspirin nor any other 
medication—but it may save your life. 

It may, that is—if your company has a medical section 
for you to visit. 

Today, companies vie with each other to give their em- 


Dr. John J. Poutas, Lever Brothers 


ployees a healthful and pleasant place in which to work. 
Lever House in Manhattan, the head office of Lever Brothers 
Co., is conspicuous for the open green space it offers em- 
ployees in a crowded city, the comfortable lounges, the good 
cafeterias where excellent food is served at reasonable prices. 
Sickness benefit policies are liberal. And so it is with hun- 
dreds of other offices across the country. 

But behind all these obvious benefits of working for Lever 
House or similar leading companies, there is a far more 
fundamental and more important evidence of management 
concern for employee welfare—the company medical de 
partment, 


The casual visitor to the New York office building of 


medical director, inspects an employee's infected finger 
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course never sees it, as he does the glass walls and the 
spectacular aspects of Lever House, winner of last year’s 
“Office of the Year” Award in the category of offices with 
more than 500 employees. But every employee at Lever 
House knows the medical department—he was examined 
there as a phase of his pre-placement interview, and the 
chances are that if he has been with the company any length 
of time he has been back there several times since. 

He has not been summoned there or sent there—he has 
gone of his own free will. 

He has gone with the full knowledge that whatever per- 
sonal health problem he discussed with the doctor was a 
matter of knowledge only to him and to the physician. The 
medical department in Lever House—and in other progres- 
sive concerns across the country—is one part of the office 
where the files are not open to anyone in management, nor 
is the confidential material in the files imparted in any way 


to management. 

And the employee has visited the medical department, 
not in any, hope of obtaining free treatment—he knows he 
wil] not get it there except for injuries or acute conditions 
demanding immediate action—but simply to find out if 
something is wrong, and if so, what it is, and what to do 
about it. 

The three conditions are important—and their sequence is 
important, for if there is any one thing on which doctors 
specializing in industrial medicine—which covers the office 
field as well—agree, it is that the first two conditions: the 
absolute freedom of the employee to visit the medical de- 
partment or not, just as he chooses, and the absolute certain- 
ty of the employee that any medical findings by the com 
pany physician will not be revealed to anyone except him- 
self, are essential if any real use is to be made by employees 
of medical facilities, 

Office medical programs are a more recent development 
than the fairly well-established plant medical sections. 
Neither is today only a first-aid station—which is what in- 
dustrial medicine started out as years ago. An office medical 
department is a diagnostic center, and, most important of 
all, it is a center of preventive medicine, a place where 
people can be guided to help if they are ill before the illness 
becomes serious. 

And it is mainly through this function, that the medical 
department pays off for management. Obviously, it is to the 
employee's benetit if he is alerted to dangerous symptoms 
and advised to seek his own family doctor for early treat 
ment before his illness becomes serious. Less obvious, but 
equally true: it is to his employer’s advantage. 

A good medical department in an office or plant cuts losses 
from sick absenteeism and latent illness. That is not an 
opinion; it is a well-documented fact. A good medical de 
partment cuts losses even farther back than that: it often 
helps management to avoid assigning a worker to a job his 
health will not allow him to carry. 

But, most important, in the long range view, a good medi- 
cal department—which means a medical department that 
has the confidence of employees—can lengthen the average 
life of the employee. Perhaps the greatest contribution pre- 
ventive medicine has to make in this respect is the detec- 
tion of chronic degenerative diseases while they are still at 


a stage where they can be arrested, or even cured, 
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From a human viewpoint, this is wonderful. In this in- 
stance, it is also wonderful from a dollars-and-cents, proht 
and loss viewpoint. Good employee and executive health 
cuts turnover and losses due to illness or death—and turn 
over and losses in most companies cost more than a first- 
class medical program would. 

Preventive medicine has other contributions to make 
which are less dramatic than the early discovery of a poten: 
tially fatal illness, but which are still valuable to both man 
agement and employees. Respiratory infections are the cause 
of about fifty per cent of the absences in the average situa- 
tion. Yet the simplest kind of health education can cut the 
incidence of these illnesses in the average office. And health 
education is another of the responsibilities being carried out 
by office medical sections through talks wit! employees who 
visit the section, through bulletin board displays, through 
the use of monthly pamphlets and house organs distributed 
to all employees. 

But to be effective the whole program depends on com- 
plete employee confidence in the medical department, and 
this is one reason leading industrial physicians lay such 


stress on the twin conditions: the confidential nature of 
medical records concerning the employee, and no pressure 
from the medical department to induce the employee to 
come in for examination. 

Industrial physicians in other words labor under an ini- 
tial handicap; the employee’s feeling that they are part of 
management, and that, therefore, if he is ill, it may affect 
his job. Until, and unless he has complete confidence that 
whatever the doctor discovers will nct affect the job, he will 
not go to the company doctor at all, and the whole point of 
the medical program with all its potentialities for improved 
employee health will be lost. Similarly, if he is forced to go 
to the medical department for check-ups against his will, 
it is a simple matter for him to forget to mention the symp- 
toms that might be the only clue the doctor has to some 
serious trouble. 
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A summation talk with the doctor after a thorough medical check ends the examination 


Therefore, in efficient company medical programs, the 
whole medical department is geared to reassuring the em 
ployee from the moment he first comes in for his pre-place- 
ment examination that the privileged doctor-patient relation- 
ship exists here, too, 

By the same token, the good company physician does 
everything possible to establish a warm and easy relation- 
ship with the employees who visit him, similar to that cre- 
ated by a good “family doctor.” The completely impersonal 
doctor is not the best choice for a company health program; 
it is only when employees come to look on the physician as 
“their” doctor rather than an examiner appointed by man- 
agement to learn things about them that a medical program 
becomes fully effective. 

At Lever House, the prospective employee finds himself 
in a pleasant gray and blue reception room with comfort- 
able, handsome furniture, pictures on the wall, books and 
magazines to look at. A reception room in other words that 
is almost a duplicate of the waiting room he would find in 
a well-appointed general practitioner’s office. A preliminary 
form is filled out by a medical secretary who takes the 


identifying information, and then the applicant goes on to 
the nurse’s office where his medical history is taken. At this 
stage, the process of de-emphasizing the fact that this is an 
examination in a company medical department has already 
begun. The new employee is alone with the nurse as the 
history is taken; there are no people waiting behind him, 
the door to her office is closed. 

The history completed, the nurse takes temperature, pulse, 
and blood pressure and checks the patient’s vision on a 
sight screener, and arranges for necessary laboratory and 
X-ray work. Then, he or she goes into an examining room 
where he is given a complete physical examination by a 
physician. Again, all this is completely private. Finally the 
prospective employee has a final summation talk, in which 
the physician discusses any particular findings he has made 
which the patient should know, (To page 68) 
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DANGER AHEAD 


by Arthur C. Croft 


WHENEVER OFFICE STAFFS and factory people share 
a common building, their close association leads to human 
relations problems. This is particularly apparent in cases 
where white-collar employees have been uprooted from 
separate quarters downtown and resettled at the plant—a 
growing trend in business today. But even where the two 
divisions have existed side-by-side for many years, ofhce- 
factory relationships have tended to become a “trouble 
zone” for management. 

If management, eager to spot emerging discontent, ex- 
pects to detect friction between clerical employees and fac- 
tory personnel, it is looking in the wrong place—because 
management itself is the “villain” in this case. The seat of 
the difficulty lies in executives’ treatment of their subordi- 
nates in the office. Many office workers believe their tradi- 
tional prerogatives are melting away when compared with 
“labor's gains” in the shop. 


Propinquity invites comparison, and comparisons usually 
start with pay. Time was when higher take-home in the 
factory was offset, in employees’ minds, by better working 
conditions and special privileges accorded office people. But 
as modernization of plant and equipment continues, and 
factory benefits enlarge, this traditional advantage has nar- 
rowed, or altogether disappeared—leaving the othce worker 
with little or no “superiority” to offset the higher take-home 
pay in the shop. 

Pay administration, as well as pay itself, is a frequent 
cause of grievance. The merit increases which gave clerical 
help a boost in morale as well as in purchasing power tend 
to suffer by comparison with the periodic raises and cost- 
of-living increases which factory unions obtain for their 
members. “I wait six months or a year for a merit review,” 
is a common complaint in the office, “but Susie Smith, who 
tends a machine, got a retroactive raise when the contract 
was reopened.” 

Inequities in the office are another source of dissatisfac- 
tion, although the trends toward clerical job evaluation and 
cost control have erased it in some companies. Where such 
methods have not been introduced, the seasoned secretary 
may be pardoned for craving job descriptions—which often 
are the first thing an office union demands. Many employ- 
ers with large office staffs are “beating the union to the gun” 
by installing formal salary schedules with tight classifica- 


About the author: 


Mr. Croft since 1937 has been president of the National 
Foremen’s Institute, an organization which he helped to 
found in 1917. The office employee branch of the parent 
group is the Bureau of Business Practice. Mr. Croft is a 
past president of the American Arbitration Association, 
president of the Housing Federation, New London, Conn., 
and is a director of Western Foundry Company. Chicago. 
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tions and adequate ranges between minimum and maximum 
rates. 

The tandem increase, under which raises in the office are 
tied to wage increases, has multiplied the difficulty in many 
firms. “I want a raise whenever I deserve it,” is the prevail- 
ing attitude, “not when the boss is outmaneuvered at the 
bargaining conference with the union.” Another woe of the 
same complexion is the time-lag which occurs in many places 
between a pay-hike for production workers and its extension 
to the office force. 


Hours are factor 

Working hours are another major irritant, especially 
when clerical and production workers are under the same 
roof. “We used to report at 9:00 or 9:15,” an executive sec- 
retary confided. “Now we have to be at our desks when 
the whistle blows at 8:00. But they drive home at 4:30 in 
the afternoon—with my letters still unsigned on the boss’ 
desk.” 

When factory schedules are spread to the office another 
cherished privilege flies out the door—the longer lunch 
period, with its opportunities for shopping or dawdling over 
dessert. Even where executives point out that temptations 
to shop are limited, now that the staff has moved into a 
factory neighborhood, few have words to counter the obvi- 
cus retort, “We could still play bridge when we finish 
eating!” 

Getting done earlier is regarded as a dubious advantage if 
the span from departure to homecoming is lengthened by 
the change in location, “Sure we close at half-past four,” a 
junior accountant protested, “But I get up almost an hour 
earlier than I used to—and the 5:30 is still the only train | 
can take to my station.” 

Holidays for clerical people generally become fewer in 
number when the ofhice moves out to the plant. The com 
pany with 50 or 100 white-collar employees and 350 workers 
on production lines is usually sensitive to the fact that the 
latter will make capital of every extra holiday observed in 

i 
stretched-out weekends that resulted when holiday s fell on 
Thursday or Tuesday B.M.D. (before moving day). 


the office. The same reasoning has practically outlawed the 


Casual leaves and time off for personal reasons form an- 
other office privilege that meets growing opposition with the 
change of address, Catering to secretarial whims becomes 
an expensive luxury if the idea spreads to the shop. The 
same is true of early quitting time on hot summer alter- 
noons. Rather than extend the privilege to the entire plant, 
or run the risk of being charged with favoritism, many com- 
panies have dispensed entirely with such ideas. 


Straws in the wind 

These are the major causes ot complaint—but the minor 
ones, paradoxically, often weigh more in the last analysis. 
No round-up of office-factory relationships would be com 
plete without mention of the following: 


Grievance handling: The office tends to be the last resort 
ot the “open door” policy—which never did work, any 
where. In the polite society of the front office, Mary the 
mimeograph operator may imply her dissatisfaction a dozen 
different ways—but she might as well be blotting up a 
pound of oil-based ink with a pen wiper, for all the good it 
does her. But Grinding Machine Gertie, out in the plant, 


has only to trip twice over her foreman’s big feet—or so it 


20 


seems to the office cohorts—and the grievance procedure 
starts working. 

Ouality of supervision: In many clerical departments the 
office equivalent of foremanship is conspicuous for its ab- 
sence—meaning a good guy who smooths out the wrinkles, 
expedites requisitions, reapportions the work load and 
makes 9:00 to 5:00 (8:30 to 4:30) seem like a day instead 
of a fortnight, The only thing many office girls know about 
the Chain of Command is six or seven executives, every one 
of whom can yank her off one job and put her on another. 
Switching some of that foreman training in the shop to 
supervisory training in the office would suit her to a “T.” 

Management attitude: Unless the office grapevine is com- 
pletely snafued, as it seldom is, Mr. Big is vastly more con- 
cerned over morale in the Mold Department than he is 
about harmony and happiness in Credit and Collections. 

Social activities: In these, as many personnel directors will 
admit, the center of gravity is in the shop. Recreation pro- 
grams, being aimed at the greatest good for the greatest 
number, tend to overlook the tastes and leanings of the 
salaried minority. 

The issue boils down to a difference in taste, instead of 
a class distinction. A revealing instance came to light in 
one plant cafeteria show-down, where office and factory 
groups exhibited no reluctance over eating together, but 
came almost to blows over the selection of tunes being piped 
via wired music. A poll conducted by the company house 
organ showed popular classics preferred by the typists and 
secretaries—boogie-woogie by the rest of the force. Each 
side accused the other of dominating the choice—until some 
Solomon solved the problem by installing a juke box with 
both kinds of records to choose from! 


Clothes difference resented 

Dress: “1 spend a third of my pay-check trying to look the 
way a career girl should,” an administrative assistant lam- 
ented, “But the girls in Light Assembly wear smocks pro- 
vided—and laundered—by the company.” Few women in 
her group would “go for” an office uniform, but the sense 
of injustice lingers, nevertheless. White-collarites have a 
way of looking at their pay checks, calculating what they 
spend in order to look well on the job—and resent the tac- 
tory girls who earn as much, or more, and have no clothing 


expense for business. 


Training: \n-plant training has been an industrial by-word 
since the manpower tightness of World War II. The be- 
ginner in most plants is the immediate beneficiary ot all the 
training know-how at management's command, In contrast, 
the average office employee is supposed to be skilled when 
she is hired. Any material deficiency which shows up later 
may cost her her job, But if a factory worker proves want 
ing, he can’t be separated summarily. (The union might file 
a grievance.) So he gets instruction, closer supervision and 
an all-out effort to convert him into an A-1 producer. 

It office recruits were pounding at the door, management 
could afford to be indifferent to these white-collar dilemmas. 
But the facts are otherwise: the same manpower shortage 
that plagues the production manager is stalking between the 
tiles. 

The key to the problem is not pay, not special privileges, 
but a satisfactory work relationship in management's own 
back yard. Unless the handwriting on the boardroom wall 
heeded, the Office Wife and the Girl Friday wil! be the 
inishing Americans of 1960. 
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Employees in on plans for Mennen offices 


Workers asked for suggestions on features to be 


incorporated in new, consolidated of fice-plant 


“IF THEY’D TALKED to me when they planned this 
place, things would be different.” Probably everyone who has 
ever worked in an office has felt that way at one time or an- 
other. Perhaps the complaint is that the ceiling lights throw 


a bad glare on the worker's desk. Possibly it is the exaspera- 
tion of having to choose between the alternatives of stewing 
in a closed-in office on a summer afternoon or chasing papers 
when the windows are opened. Maybe the available office 
equipment is inadequate for the job to be done. Or perhaps 
it is a simpler matter—the water cooler is too far away. 

Knowing that the way the employee feels about such 
matters has a bearing on the quality of work he does, the 
Mennen Company approached the project of building a 
new plant by talking things over with its employees, par- 
ticularly the department heads and supervisory personnel. 
What things did they want in the new building? What 
didn’t they like about the old? 

The Naturally, if 
someone came up with an idea whose merits were not self- 


answers were collected and studied. 


evident, he had to support it with appropriate evidence. 


Most of the suggestions, however, turned out to be good 
ones, 
As a result of tackling the problem in this democratic 


useful ideas to 


A. M. Kinney 


Associates, who designed the new plant. Professional judg 


i ‘ > 


and 
Architect Stanley Langetels, of 


; 
fashion, Mennen had some interesting 


turn over to 


ment took due account ol added them to 


its own, selected and 


the suggestions, 

Set 
rejected, compromised where neces 
at Morris Township, N. J. 


which the Mennen people are properly happy. Now, for 


sary, and built a structure with 


the first time in its 74 vears, the Mennen Company has its 
ofhces and its production and warehousing facilities under 


one root, 


Comfortable reception area leads to spacious general offices 
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Machine records office 


The goal ultimately decided on was to construct a plant 
that was efficient and livable, business-like but attractive. 
It was not to be a country club, but it was to be a comfort- 
able and agreeable place in which to work. The approach 
to this goal is typified by the pleasant use of color through- 
out the building. On this subject Mr. Langefels said, “we 
wanted a light, gay mood, yet we still sought to keep in 
mind that this was a business establishment.” 

The decorative scheme makes use of light, gay colors, and 
these are employed on a scale previously unknown in an 
industrial plant. The coloring is generally in solid pastels, 
usually in combinations of two or more. Two-tone treat- 
ment is not limited to the offices; corridors and work areas 
are similarly enlivened. In the corridors, the coloring has a 
further purpose: as one Mennen spokesman suggested, it is 


President's office 


possible to give directions by telling a visitor, “take the 
green corridor until you reach the yellow corridor; turn 
there and it’s the first door on your right.” 

A differentiation is made between color applications in 
the work areas and those in the rest areas. The decor of 
the cafeteria, for example, is characterized by its design 
work, whereas the work areas make use of solid colors. The 
cafeteria wall paper, which is plastic-coated and washable, 
has a design of caladium leaves on a bamboo trellis, and the 
curtains have a hollyhock pattern. 

The executive areas, the main lobby, and the large cafe- 
teria were furnished by W & J Sloane, Contract Division, of 
New York. These interiors are conservatively modern in 
style. Much use is made of walnut and birch panels of 
Weldwood plywood. The furniture in the executive offices 
is of dark walnut, with occasional touches of natural birch. 
Most of the upholstery is of glazed leather in a brick pink 
hue, and the draperies are of various cheerfully colored 
fabrics. Cork tile flooring is used in the president’s office 
and in the board of directors’ room. 

In the other offices, the visitor is at once impressed with 
the amount of space around the desks and the comfortable 
quality of the lighting. The architects left plenty of room 
for expansion. Evenness of lighting is accomplished by the 
extensive use of functional glass blocks which are so manu- 
factured and placed as to direct the incoming daylight up- 
ward to the ceilings. Here it is reflected without glare over 
the working areas. Other glass blocks diffuse the incoming 
light as it enters. In certain offices, transparent glass blocks 
have also been provided, to allow a view outside. 

Artificial light, when required, is supplied by fluorescent 
lights in flush fixtures. In the factory area, a huge space 


measuring 80 by 200 feet is illuminated by a louvered “egg- 


crate” installation that cuts out glare, shadows, and spots 
or streaks of light. It is the largest such installation in 
American industry. The company believes that, in the long 
run, this ceiling will prove less expensive than conventional 
ceilings because of its low maintenance cost. 

In addition to providing a structure that is spacious and 
attractive to the eye, the architects—and the men and 


women whose suggestions were incorporated in the new 
building—have built a plant that has other comforts, All 
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One of the distinctive features 
the Mennen offices is the use 
bands of glass blocks arranged to 
direct incoming daylight upward 
to the ceiling, preventing glare at 
desk level. 


Above: company cafeteria. Below: separate bands of glass block are used for diffused lighting 


laboratory and office space, together with much of the fac- 
tory area, is air conditioned. Seven Carrier central system 
air conditioning units are used in the factory area. Two 
furnish comfortable air to the office spaces, and another is 
used in the cafeteria. 

The coming of the Mennen Company to the Morristown 
area was greeted with considerable interest on the part of 
its new neighbors. The mayors of Morris Township, Mor- 
ristown, Hanover, and Morris Plains joined with the com- 
pany to proclaim the week of May 11 through May 16 as 
Welcome Mennen Week. 

The formal opening ceremonies took place on Monday 
morning, May 11th. Radio commentator Ben Grauer was 
the musical and physical varieties, was supplied by the uni- 
Michigan’s Governor G. Mennen Williams. Color, of both 
the musical and physical varieties, was supplied by the uni- 
formed band of Morristown High School. 

In this new plant the Mennen Company, the architects, 
and the Mennen employees who contributed their personal 
wishes and thoughts have achieved an admirable balance be- 
tween comfortable attractive surroundings and _ efficient 
working conditions. The building is neither a machine nor 
a palace. It should prove a happy place in which to work. 
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NOMA stresses executive development 


Kenneth Moore elected new president at 
International Conference in Boston; St. 


Louis selected for 1954 meeting. 


J. B. Andrews, (right) retiring president, presents gavel of office to 
newly-elected president K. W. Moore at the annual business meeting 


NEITHER BUSINESSMEN nor business educators are 
today doing an adequate job of training young executives 
to assume top managerial posts in the future, Harold F. 
Smiddy, vice-president, General Electric Company, charged 
in the keynote speech at the International Conference of the 
National Office Management Association, held at the Statler 
Hotel, Boston, May 24-28. Other speakers called for new 


and Methods Division, Detroit Edison Company; vice-presi- 
dents, Darwin F. Carrell, area training supervisor, Bell Tele- 
phone Company of Pennsylvania; Frank G. Macllroy, west- 
ern division manager, SoundScriber Corporation, San Fran- 
cisco; and Floyd Guillot, treasurer, Industrial Finance and 
Thritt Corporation, New Orleans. 

New area directors are: Area 1, William J. Jacquette, 
approaches to personnel administration, discussed the office Ernst and Ernst, New York; Area 3, Milo O. Kirkpatrick, 
function in the total business picture, and outlined methods Kings Business College, Charlotte, N. C.; Area 5, Fred A. 
and organization planning programs. Schultz, Unity Life and Accident Insurance Association, 
Syracuse, N. Y.; Area 7, Walter Emmerling, Procter and 
Gamble Company, Cincinnati, O.; Area 9, T. W. Atkin, 
Kee Lox Manufacturing Company, St. Louis; Area 11, Ray- 
mond F. Prinz, Prudential Insurance Company of America, 
Los Angeles; Area 13, R. L. Forster, Ebasco Services, Inc., 
business meeting of the conference following the report of New York. 
the nominating committee, are: President, Kenneth W. 
Moore, vice-president, Chicago Title and Trust Company; 
first vice-president, Ralph G. Sinn, supervisor, Procedures 


This year’s conference, which was held in conjunction 
with an all-purpose business show, drew over 1,700 regis- 
trants, and was hailed by NOMA leaders as the most suc- 
cessful ever held. 


New NOMA officers, unanimously elected at the first 


The immediate past president, J. B. Andrews, Carnation 
Company, Seattle, Washington, will also serve as a director. 
St. Louis was picked as the 1954 Conference site. 


24 OFFICE MANAGEMENT July, 1953 


be vr , 70 ant o a ms — oe | ee an, sere eng oS on th ens: ae ee oe 2 
ae & a A cB eed eas 7 a ob a wi = rs : ae een = eta | e 
t3 f hd 
Bhi. 
Fi 
fe . . 
, Eee: 
€ i 
sh i. 
* * y 
Z T. 
it | ae 
Be 
i 
ik ee a 
oe 
a A 
Be ile 
a: ; a 
ee: 
= 1 ae 
. . oa 
- ft 
| ei 
e 4 7 re 
g be : 5 elie a " ; 1 <a Poe fai Pee ara di op) Saee Y “joe 
r vf 2). Geer Sie oh a ee Me a alll ie ‘7 
a ‘1 ie Oe a ae 
7 t |) See a, wm As ae toe NIE. ° gy kena me ia —o- : mie 
ee | 2) Ss bie a  ~ ee 
Vise 7 aes a : * oe Se a iy ‘op a 
ere ss Ci a : le Es pe 4 
Pie i] “= 4 Pe ae. “ ig ms Z a | = 
+e) | fae co Pf i > : o ee 
bi . ef een > @ .% ae f 7 fs x : 55); if uae 
iP og : 2 a oa e ~~ . é . a 
ca - <0, ae ere A S 1 a 4 E x 
i y ; hog ed > Pie ee : vi : AS Ee fo fe at ig mre : 
i a 4 iy ae ey ? ce 4 
Sn ‘ ‘ : Pay 4 . ; SS ; AS 
a aa ; DPOF . , et a Br 
ope ts am le e 
4 i ae es 5 ‘% x Fs, ne ror ae Fail 
i ae ba Feces *+ i ah ae Ret H VPs 4e 2 _ ae 3 ~ ei 
ein , Se = Ba is ces pau PV P Se FR ge 
ae eg ie = ae os Be i ; ‘ ay pe ta a i ene : 
a Wye jon 2 he aaa i me a oe | é Ps a 4 St *; oe 
; a Se Tn , a 4 Je 
s -, Sa ee se 3 +g —— ; if 
w - Ms, Hi “J $i. j e ee ‘ L. ‘ 7 “4 2 a 4 # c. 
: ght 9S eee We = hy es — 
. a \ 2 eee © 
(fae ha oe Fe oe OE ‘ aN ee se a j ; a 4 
he a eS se id s 
: A Ye i: ‘ ame wi ae 2. o allt "4 / ee ea 
" a ye a ie cae & 2 ‘ ~ Ga Ee. F ay i se bts. 
ie ; wg a een. %, é “ae : me, eg . ie ae ee 
ie ee ~ We a nce: Brae ae . a. 5 ; a y oe f ' “ 
he < al PJ Cae : beatae 89, ds vs aa “ , ray. 5 , e 
A heer ms e ie tae . es : aa zt i Z 
x ae - O . 4 } oa. F ’ gg, : 
ee Oe . a % be, aat . % ® aw? a ? ‘ 3 ea e 
He. a ‘ ie Pi _ : Ms a . yiid f 3 ’ ‘ 
oN > . ya sig ee -. od . 2 % ee 5 ae 
=) 4 2 a nab 200. ‘ 34 Ne , ' : ; : , ny 
Ti y isis “mn g ot | : a % on , 
Slate =e ‘ ‘ eet Sn . - > - ; - 
‘ ' se bons ‘ sr. , Byer ye pe wt es x NN S 4 
was < ee | peas, . £ . f= 
ny: 7. meee ewe  — - ' ‘ — | 
‘aw , ey ee ee i te : ‘agi ad 
ei ‘ Pe ae ‘4 oil 3 r 
shy ! 
2 
a ‘%. 
ee re 
a 
a 
ws 
ae 
Pa ‘ 
=e 
= 
Py 
eq ec 
wea a 
” is 
ee sd 
te é 
oy } i 
 < o ae 
aad’ j z 
ook 4 
a. : 
: he 
a _ : +o 
oe = 7 7 : Re. 7 ar os . Pe ae “iy 
oe 7 : . - . e 4 a: ey A : nae a ae ee ef Ee 7 rai? 
o <3 . 3 fee: = te Pr. - cS ae ft . “a a i ‘io Si aa Pie a : wer Bes, . = Poa } we +3. 
a F = ae = f a x oo eae <i : ea ee a a ee tre tart 


The business meeting and election of officers followed the 
first general session of the conference held on Monday 
morning, at which Mr. Smiddy spoke on “Dynamic Leader 
ship tor Better Management.” 

Tracing the effect of mechanization in the office, where 
machines are replacing not “muscle power but certain kinds 
of mental power,’ Mr. Smiddy said that technological un- 
employment now threatens some technologists themselves 
since machines are now beginning to fulfill functions that 
formerly depended on the human senses. This in turn is 
creating new technical and social problems, he told his 
audience. 

“They arise out of the need to manage businesses in which 
such awe-inspiring equipment is used in normal day-to-day 
operations,” Mr. Smiddy continued. “They also arise out of 
the need to carry on these businesses with employees who 
are just normal people like you and me, with no particularly 
different human characteristics or human capacities than 


our fathers or forefathers before us.’ 


Newly elected officers and directors are: (seated left to 
right) T. W. Atkin, Frank G. Maellroy, Ralph G. Sinn, 
President Kenneth W. Moore, Floyd Guillot. and Darwin 


ee 


~~ 


iano 


NOMA board of directors at a meeting during the Boston conference 


The changing aspects of the office give management edu- 
cation programs increased importance today, Mr. Smiddy 
said, 

“Someone has defined the work of managing as that of 
leadership by blending thought and action. It is this ca- 
pacity which distinguishes the enterprising and able man 
ager from his less successful brethren. It likewise suggests 
planning for the use of both the human resources and the 
material resources being managed.” 

Yet the emphasis within companies on management train 
ing programs indicates a feeling among businessmen that 
business educators have not done an adequate job, Mr. 
Smiddy said. He described a recent conference he had with 
faculty members of a business school. He prepared before 


hand by asking the managers of various companies within 


the General Electric organization for suggestions to give the 


educators. 
Three main points were uppermost in the managers’ criti- 


cism of business schoo] graduates, according to Mr. Smiddy: 


F. Carrell. Standing. left to right. are: Milo O. kirk- 
patrick, William J. Jaequette, R. L. Forster, Raymond 
F. Prinz, Fred A. Schulz, and Walter Emmerling. 
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H. F. Smiddy, General Electric Co., making the keynote speech 


Lack of resiliency. “This meant that the young graduate 
is frequently unwilling or unable to take rough risks or 
make serious sacrifices by taking specific low-level produc 
tive jobs of different kinds as natural steps toward higher 
managerial positions, often preferring to start as an assis- 
tant to a high executive.” 

Poor command of English. 

Inability to get along well with people in a competitive 
business environment, while at the same time retaining 
initiative and creativeness. 

The educators’ reactions when he brought these points up 
in discussion, Mr. Smiddy said, were: 

Isn't the job of teaching men the kind of characteristics 
desired one which should start in the family and the 
school ? 


grade 

Don't businessmen generally lag so far behind applying 
the knowledge already available that if an enthusiastic col- 
lege graduate suggests using a little more of it, he is looked 
upon as “wet behind the ears,” and marked as too theoreti- 
cal? 

How can educators teach young men what will be the 
impact of present and prospective technical and other de- 
velopments on the problems of management of business by 
the time they will be at the age to carry serious management 
responsibilities? 

This conflict of viewpoints, Mr. Smiddy said, indicates 
that there is too wide a gap between the thinking of edu- 
cators and businessmen, and that an adequate job of joint 
planning by both groups is required. 

An educator, Dr. Douglas McGregor, president of An- 
tioch College, Ohio, expanded on Mr. Smiddy’s theme in 
his talk on “Executive Development,” which opened the 


Dr. Norman Vincent Peale 


26 


Dr. Douglas McGregor 


afternoon session on Monday, The real importance of ex- 
ecutive development today, Dr. McGregor declared, lies be- 
yond the immediate needs of American business and indus- 
try. 

“The fact is that the men who will become the leaders 
of American business during the next quarter century will 
have a profound effect on the course of world history,” he 
stated. “They must be equipped to shoulder responsibilities 
far beyond those within their individual companies.” 

Business executives today are playing a more influential 
role than ever before in national life, Dr. McGregor contin- 
ued, in educational and cultural organizations, in science 
and in government. Through such activities as the Mutual 
Security Agency and the Point Four program, they are af- 
fecting international policy and world events. 

“In a very real sense, the survival of our Western world 
may hinge on the leadership they provide in the years 
ahead,” he said. 

“These new requirements pose new problems in execu- 
tive development programs,” Dr. McGregor stated. “Up 
to now few programs have been conceived with these im- 
plications in mind.” 

He listed as “almost universal” shortcomings in most cur- 
rent development programs: 

Too little direct participation by top management in the 
creative planning of the program and in its administration. 

Planning done in terms of a relatively short time span, 
without recognition of the changing demands upon man- 
agement. “The men being trained today for executive de- 
velopment must be prepared to cope with the unknown 
pro%lens of 1965 and 1970,” Dr. McGregor told the dele- 
gates. (To page 28) 


George W. Taylor 
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Panel discussion at closing session on Wednesday. Moderator Norman Brown is at podium. 


Frederick M. Roberts R. L. Lucas Harold C. Pennicke 
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Fellowship Award is presented to Harry J. Volk 


R. P. Brecht at annual banquet held on Tuesday evening 


k. 


B. Willett: presents Presidential Key and Scroll 
retiring President J. B. Andrews at the banquet 


by 


to 


Geyer Award at Chapter Presidents’ Dinner 


Too great emphasis on the mechanics of the program, 
which often overshadows the purposes of the program. 

Too little inter-relationship between business and educa- 
tion. Industry is demanding too much specialization in the 
training of executives, Dr. McGregor warned, and may be 
defeating one of the major purposes of all executive dev elop- 
ment programs: the preparation of broadly trained execu- 
tives. 

Too little specific and realistic evaluation of the results 
of the programs now being used. 

“Manpower Management for Rank and File Workers” 
was the topic discussed by the second speaker at the Mon- 
day afternoon session, George W. Taylor, professor of in- 
dustry, Wharton School of Finance and Commerce, Unt- 
versity of Pennsylvania. 

Despite all the emphasis placed upon proper handling of 
grievance procedure, and the boss-employee relationship, 
personnel science is still not meeting problems arising in this 
field effectively, Mr. Taylor declared. 

Recent studies made by the University of Pennsylvania 
have shown that the supervisor is high on the list of factors 
creating poor employee morale, he said. Some of this re- 
sentment can be attributed to the mere fact that the super- 
visor is “boss,” but the greater part of the antagonism is 
directed at the way the supervisor’s authority is used, rather 
than the authority itself, the speaker continued. 

Conversely, Mr. Taylor said, most supervisors believe 
their authority has been curtailed too much, They want to 
return to the days when their orders were invariably fol- 
lowed without question, and they resent both the employees 
under them, and the executives over them for not giving 
them more authority. 

The evidence of the studies proves that there is a serious 
lack of understanding all along the line of the needs of 
grievance handling, he said. 

More intensive training of supervisors in personnel work 
might improve the situation, Mr. Taylor conceded, but even 
then, difficulties would arise because company policies are 
often so vague that supervisors cannot tell how to apply 
them. 

“One of the most serious characteristics of employee-man- 
agement relations in recent years has been a breakdown of 
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The All-Purpose Show filled Boston’s Mechanics Hall 


discipline,” Mr. Taylor said. “A correction is not achievable 
by a return to some of the practices widely followed in the 
good old days.” 

The third and final speaker of the opening day sessions 
was Frederick M. Roberts, chief organization analyst, At- 
lantic Refining Company, Philadelphia. Discussing “Organ- 
ization Planning,’ Mr. Roberts outlined his company’s pro- 
gram, how it was created, and some of the problems it has 
faced. 

Auiantic’s organization planning program was created 
when management decided the company’s entire organiza 
tional structure required examination, Mr. Roberts reported. 
Primary reasons for this were: 

Too many departments — 21 — reported directly to the 
company president. 

Lines of responsibility and authority were not clear with- 
in the company. 

A need for a program to develop executive personnel for 
high level management jobs was made more acute by the 
prospective retirement of a number of key executives. 

There seemed too little coordination of activities within 
various company departments. 

An Organization and Policy Division was created to ad 
minister the planning program, Mr. Roberts said, and it set 
as its purpose ultimate coverage of the entire company, de- 
partment by department. 

The first step in a departmental study, he told the dele- 
gates, is planning between the analysts and the department 
head concerned the exact area to be covered in the study. 
Agreement here ts essential to the success of the study, he 
emphasized. 

Following this all data relating to department activities 
are reviewed by the analysts. The job specifications for the 
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various positions within the department are the most valu- 
able single source of information at this stage of the study, 
he said. 

Following this review, those conducting the study make 
a tentative selection of key personnel to be interviewed with- 
in the department. These selections are then discussed and 
cleared with the department head. 

Betore moving into the department and interviewing 
personnel directly, it is necessary to “sell” the program again 
to department employees, Mr. Roberts emphasized. 

This is done by a group meeting of key personnel and the 
men making the survey, in which the purposes of the study 
and the procedures to be followed in making it are explained 
in detail. The actual interviews with selected personnel 
tollow this preliminary group meeting. 

All the data gathered are then used as a basis for recom- 
mendations concerning the department studied. The first 
recommendation covers departmental activities as a whole, 
and is submitted to the department head for his review 
before any action is taken. It is next reviewed by all other 
departments which have an interest in the work of the de- 
partment under study, and is then considered by the com- 
pany president, who makes the ultimate decision as to which 
recommendations shall be put into effect. 

The second recommendation made by the analysts is in 
the form of a complete report outlining suggestions concern- 
ing the internal organization plan of the department studied. 
An attempt is made to define explicitly the authorities and 
responsibilities of each individual position discussed, Mr. 
Roberts reported. 

Organization planning cannot be successful unless it has 
the enthusiastic and wholehearted support of top manage- 


ment, the speaker advised. (To next page) 
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Arthur H. Dager, staff director, Technical Division, NOMA, 
speaking at the Chapter Officers’ Council 


New and old officers are interviewed by Boston papers. 
Left to right: J. B. Andrews, Ken Crotty, Boston Post, 
W. H. Evans, and Kenneth Moore 


The office today bears the same relation to business that 
a control tower does to the airport, the first speaker of the 
Tuesday morning session told delegates. Discussing the 
“Control Function of the Office,” R. L. Lucas, treasury man- 
ager, Shell Oil Co., Houston, Texas, said it is the respon- 
sibility of the modern office manager to “stake out guide 
posts for the operation of the entire business.” 

“We have seen the office change from a mere historical 
recording center to something of real value in helping man- 
agement guide the destinies of business and industry,” Mr. 
Lucas said. “The economic recession of the ‘thirties brought 
out quite forcibly the necessity for planning ahead. Because 
the office already had the records, management asked it to 
analyze them for a pattern of what had taken place.” 

This emerging office function places new responsibilities 
on the office manager and his staff, Mr. Lucas declared, and 
listed as some of the things offices can do to aid manage- 
ment: 

Provide cost and operating figures to production depart- 
ments currently, so that they will be able to do something 
quickly about inefficient or uneconomic processes. 


A Ladies’ Tea was held on Sunday 


Provide “auditing procedures” to check the extent of 
compliance within the organization with established com- 
pany policies and plans; to review and appraise records and 
procedures, and determine their adequacy and effectiveness; 
and to review performances. 

Carry out its new operation and financial forecasting func- 
tion, taking into account all known fluctuations. 

“Management may outline the picture of operations for 
the future,” Mr. Lucas said, “but it is the function of the 
office to fill in the fine lines or the means of accomplish- 
ment.” 

Savings in the clerical staff of from 15 to 25 per cent can 
be achieved by a company that builds a special purpose, 
functionalized building designed to fit its own specific re- 
quirements, Harold C. Pennicke, management counsel of 
Greenwich, Connecticut, told the group in his talk on “The 
Office—Our Business Home.” 

The second speaker of the Tuesday morning session said 
the two most important problems affecting the office today, 
as far as management is concerned, are the influence of 
building design on clerical operating costs, and the effect of 
the physical environment of the building on the recruiting 
and retaining of personnel. 

The single speaker of the Tuesday afternoon session was 
Ray R. Eppert, executive vice president of the Burroughs 
Corporation, Detroit, discussing “New Developments in 
Office Mechanization.” 

Productivity in the office has fallen far behind the ad- 
vances made in other fields, he reported. 

“In manufacturing, for example,” he said, “production 
has more than tripled in 30 years with only a 50 per cent 
increase in manpower. In farming, production has gone up 
50 per cent since 1920, and farm population has actually 
declined one-third. By contrast, our national office force has 
doubled in the last 12 years to more than 8,000,000, and we 
are adding to its numbers all the time.” 

At the same time, largely because of competing industrial 
wage rates and increased fringe benefits in the factory, the 
difficulty of hiring high calibre office personnel has increased 
tremendously, he said. 

“Altogether, these considerations present a_ singularly 
gloomy picture,” he declared—“a constant need for more 
office people who are likely to produce progressively less for 
progressively more pay.” 

This situation has posed a challenge to the office equip- 
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ment industry to design and build office machines that 
would improve productivity by making office operations 
more nearly automatic, and that would reduce materially the 
knowledge and training formerly demanded of a machine 
operator,” Mr. Eppert said. 

He cautioned the audience against undue reliance on ma- 
chines to overcome all office problems. 

The value of office tools depends on how they are used, 
Mr. Eppert declared, pointing out that “the finest machine 
can only be a disappointment in the hands of a poor oper- 
ator.” 

“No improvements in equipment will ever obviate the 
necessity for meticulous attention to such matters as per- 
sonnel requirements and good supervision,” he cautioned. 
“Of equal importance is a distribution of the workload and 
working conditions. 

The annual NOMA banquet was held on Tuesday eve- 
ning, with Dr. Norman Vincent Peale, of New York’s Mar- 
ble Collegiate Church, as speaker. Features of the banquet 
were the presentation of the Presidential Key and Scroll to 
outgoing NOMA president J. B. Andrews, of Seattle, and the 
awarding of the Leflingwell and Fellowship Medals. 

The Leffingwell Medal, awarded annually to “that office 
executive who has made outstanding technical contributions 
in the field of office management,” was given this year to 
Hugh A. Wichert, of the Packard Motor Car Company, 
Detroit. The medal was presented by H. M. Lawson, of 
the Salada Tea Company, Boston. 

Mr. Wichert, a past international president of NOMA, 
was with the Fairmont Foods Company, Omaha, Nebraska, 
and the advertising firm of Ruthrauff and Ryan, Inc., Chi- 
cago, before joining the staff of James J. Nance, Packard 
president, as manager of operating services. 

The Fellowship Award, given to “an outstanding indi- 


vidual who has advanced through the work of the office to 
a position of top management responsibility, went this year 
(To page 74) 


Chicago officers with fellow Chicagoan K. W. Moore 
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Conference weather satisfied even the Californians 
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> It wasn’t enough just to save time 
by flying on business trips, thought L. 
bk. Johnson, editor of “Business Fly 
ing.’ Even the time spent in a plane 
can be used for better things than 
merely flying the aircraft (as if that 
wouldn't be enough for most people). 
So Mr. Johnston plugged a Dictaphone 
Time-Master into bis plane's cigarette 
lighter plug. Once aloft, flying re- 
quires little effort, so he has plenty of 
tume to catch up on his dictation. 
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News 
pictorial 


q The ancient abacus and the modern 
adding machine are both available to 
depositors at the new Los Angeles 
branch of the Bank of Tokyo ot Cali- 
iornia. Here Vice President Tatsuichi 
Shibata demonstrates the  soroban, 
Jepanese form of the abacus, to Louise 
Kawasumi, Nisei business girl, who is 
wearing native festival costume. The 
adding machine is a Clary. 


Y Railroad ticket sales are speeded up 
at the Pennsylvania Railroad’s Pitts- 
burgh station by a new Filmsort instal- 
lation. Microflmed fare information is 
mounted on Visirecord cards (right) 
and projected for easy reading (lett) 
when desired. Selection of card, pro- 
jection, and taking off data is said to 
take less than five seconds. 
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& George FE. Stringfellow (right), vice 
president of the Ediphone Division of 
Thomas A. Edison, Inc., looks over 
the first Annual Audio Engineering 
Award with C. G. McProud, editor 
and publisher of Audio Engineering 
\iagazine. The award was given to 
the company for “technical excellence 


in the design and manufacture of dic- 
tating instruments.” The machine 
which brought the prize was the V.P. 
Edison Voicewriter. 


> This walnut conference table, said to 
be the largest table ever shipped from 
the west coast, is installed in the offices 
of the Englander Co., Inc. in Chicago’s 
Merchandise Mart. The table is in the 
shape of an oval, thirteen-and-a-half 
feet long. It was designed for the Eng- 
lander office by Everett Brown. Ira 
Pink (left discusses with Burdett 
Green, secretary-manager of the Amer- 
ican Walnut Manufacturers Associa- 
tion, the intriguing “doodles” left by 
nature in the cross-graining of the 


wood. 
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& Eileen Dixon receives a photograph 
ic record of the winter tour of Scan 
dinavia she made as a guest of Facit, 
Inc.. American distributor of Swedish 
made business machines. Here Miss 
Dixon accepts the album from Facit 
President Erik A. Ohlsson. The tour 
was awarded to Miss Dixon tor win 
ning a contest conducted by Facit at 
the 1952 National Business Show. To 
make the trip, Miss Dixon was granted 
a leave of absence by the Mutual Lite 
Insurance Co. of N. Y. The album 
was presented in the office of Richard 
Learson (left), M.O.N.Y. vice presi- 
dent. Harry Gillis, also of M.O.N.Y., 


looks on. 


@ Ruth Sewald learns she has been 


| to be “secretary-for-a-day” to 


cnosen 
screen, radio, and TV star Robert 
Montgomery. Mr. Montgomery was 
chosen by more than 400 secretaries as 
the boss for whom they'd most like to 
work. Miss Sewald, a secretary for 
Topping Brothers, was selected in a 
drawing of ballots. The ceremony was 
part of a reception and fashion show 
for the New York Chapter of the Na- 


tional Secretaries Association, held by 


the Underwood Corp. in honor of Na- 
tional Secretaries Day, May 27. Pic- 
tured with Miss Seward are W. G. 
Turquand and R. K. Allerton, Jr., 


both of Underwood. 
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The three pictures on this page il- 
lustrate the redecoration and equip- 
ment installation recently completed in 
the offices of Ditto, Inc. at 535 Fifth 
Ave., New York. The designs are the 
work of Alfred Clements, of the Met- 
wood Office Equipment Corp., 64 W. 
23rd St., New York. Mr. Clements ac- 
complished these striking results at 
low cost and despite time limitations; 
the entire project was initiated and 
carried through in six weeks. 


q The reception room is distinguished 
by its custom-designed bleached oak 
furniture, and by a color scheme which 
makes effective use of various shades 
of brown. The colorings range from 
deep browns to gold. At the right, an 
oak panel disguises the otherwise unin- 
spiring lines of a telephone switch- 
board. The wallpaper on the right- 


hand wall is of hand woven grass. 


q The demonstration room called for 
an air of quiet intimacy. To avoid dis- 
tracting influences, Mr. Clements cur- 
tained off the view from Ditto’s 26th- 
floor offices, and provided diffused 
lighting and comfortable chairs and 
carpeting. 


Y This office is that of Fred T. Mess- 
mer, Regional Manager for Ditto. 
Here the furniture is predominantly 
of walnut and the leather upholstery 
of the chairs is of an antique yellow. 
Standard furniture was used, and in 
some cases existing pieces were done 
over to harmonize with the new color 
scheme. 
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High Point model 2756 


All-Steel Equipment Ine. 

All-Steel Equipment Inc, is the man- 
ufacturer of the model 1023 posture 
chair pictured on page 41. 

Description. This chair is of all steel 
construction. The cushioning is of 
foam rubber, and the covers are remov- 
able. 

A feature of this model is the sliding 
seat, which may be adjusted while the 
occupant is seated. Its purpose is to 
eliminate the fatigue of long hours in 
one position. 

Adjustments are provided for con- 
trolling seat height, seat depth, back 
height, and back support. These ad- 
justments are made without the use of 
tools. 

The ball-bearing casters are protected 
against dirt and lint by “Shu-Guards,” 
which are designed, further, to prevent 
the marring of shoes or the soiling or 
snagging of hosiery. 

Price. $40. 

Delivery. In approximately 10 days 
after receipt of order. 


Aluminum Seating Corp. 

The illustration on page 41 shows 
the Aluminum Seating Corp.'s Fine- 
Rest MC-600 model male clerical 
posture chair. 

Description. Seat construction, says 
the manufacturer, is unique in this 
miodel because of the use of foam rub- 
ber over no-sag springs. The springs 
themselves are securely anchored with- 
out the use of rivets or screws, and 
a fibre insulator prevents metal-to-metal 
contact. This feature is said to elim- 
inate the possibility of squeaking 
throughout the life of the chair. 

Five adjustments are provided to 
adapt the chair to all users. A “Bal- 
anced Ease” mechanism permits the 
seat to tilt at approximately one-third 
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A Monthly Feature 


Tools of the Office 


Secretarial Posture Chairs—Staplers— 


Numbering Machines 


Manufacturers’ List on Page 49 


Standard Sales’ model 250 


Hamilton model 15-S Metal Office Furniture’s model C-75 
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Tis See 


Maso Steel Products’ model 925B 


the rate of the back; this device is 
claimed to preserve true posture action. 

The exposed metal parts of the chair 
have a brushed natural satin aluminum 
finish. 

Price. $64. 

Delivery. In 30 days. 


Art Metal Construction Co. 

Art Metal's secretarial posture chair 
No. 709A with “Tilt-Action” seat and 
“Live-Action” back is shown on page 
38, 

Description. This model has two 
special features, the “Tilt Action” seat, 
which allows the feet to remain on the 
floor regardless of body slant, and the 
“Live-Action” back, which moves with 
the various positions of the body. 

The chair has four hand controls for 
determining seat height, back tension, 
height ot back rest, and angle of chair 
back. 

The frame is of heat-treated alumi- 
num, anodized to assure permanent 
resistance to marks, and 
scratches. It is coated with a clear var- 
nish and baked. 


stains, 


Coverings are available in a choice 
ot leathers, fabrics, and plastic, in a 
Variety of colors. 

Delivery. One to two weeks from 
the factory, varying with the covering 
material desired. 

Cramer Posture Chair Co.. Ine. 

The model U-22 secretarial chair 
is one of the “Utility Series” chairs 
featured by the Cramer Posture Chair 
Co. This chair is illustrated on page 41. 
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Description. This model has a tubu- 
lar steel base with two-inch ball-bearing 
casters, available with either a soft or 
hard tread. Seat and back cushioning is 
of foam latex, resting on perforated 
cast aluminum seat plates. The up- 


‘ holstery covers are removable and easy 


to install. Materials obtainable are 
Goodall Grospoint, Goodall Clare- 
mont, Elastic Naugahyde, and a woven 
cotton material called “Perfection.” 
The fabrics come in five standard col- 
ors, the Naugahyde in eleven. Other 
materials are available on request. The 
metal parts are finished in grey, 
brown, or green baked enamel. 

The chair has three simple adjust- 
ments: seat height, back height, and 
back depth. The back rest is supported 
by a semi-rigid spring steel upright, 
and adjusts itself automatically, 

In addition, this model has complete 
rubber bumper protection around the 
entire seat and back. 

Price. $45.50, with Elastic Nauga- 
hyde upholstery. 


Dixie Chrome Products 

Among the chairs offered by Dixie 
Chrome Products is the “Secretary” 
posture chair, which is illustrated on 
page 38. 

Description. The company states 
that this chair is one of the very few 
chairs of its type employing a coil 
spring cushion. The cushion is larger 
than that usually found in a secretarial 
chair, and the manufacturer believes 
it is considerably more comfortable. 

The chair has two-inch soft rubber 
ball bearing casters. It is designed for 
a four-way adjustment lor posture, 

The legs and structural parts of this 
medel are chrome plated. 

Price. $59.80. 


Delivery. Immediate. 


Domore Chair Co., Inc. 

The Domore Chair Co., Inc. features 
an arrangement whereby its chairs are 
professionally “custom-fitted” for each 
user. The chair shown on page 41 is 
the model 790 Postur-Matic. 

Description. The manufacturer 
states that this chair has “a revolution- 
ary design giving it a ‘positive’ ventila- 
tion system.” The transverse and lateral 
seat cushion separations serve as air 
ducts, and along these ducts are per- 
forations that allow free passage of air 
through the seat. 

To insure maximum air passage 


through these ducts, the seat is made 


} 
adjustment to natural 
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Schedule for 
“Tools of the Office” 


August 
Adding and calculating machines, mi- 
crofilm equipment, and dictating 
machines. 


September 
Desk lamps, office lighting fixtures, 
and visible index units. 
October 
File cabinets and transfer files. 
November 
Executive desks and supply cabinets. 
December 
Filing supplies. 
January 
Executive chairs, office sates, and 
check devices. 
February 
Typewriters, copy holders, time re- 


corders, wardrobes, and _ lockers. 


March 
Duplicating machines—all types. 
April 
Fans, air circulators, air conditioning 
units, and water coolers. 
May 
Floor coverings, mailroom equipment 
and machines, and addressing equip- 
ment. 


June 
sookkeeping machines, payroll ma- 
chines and systems, and intercom- 
munication equipment, 


July 
Staplers, numbering machines and 
secretarial posture chairs. 


so that ordinary shifting of the body 
alternately compresses and then releases 
the four separate seat cushions, forcibly 
circulating additional quantities of air 
im and out of the ducts. 

Similar air ducts and perforations 
are found in the back. 

The chair has seat height, seat depth, 
and backrest height adjustments. These 
adjustments are fixed when the chair is 
“custom-fitted.” The special pivot ac 
tion of the backrest provides automatic 
* 
| 


yxody movements. 


Emeco Corp. 

Emeco is featuring its model 1007 
Steno-Posture chair, which is shown 
in the illustration on page 338. 

Description. This chair is made of 
aluminum, with a Perma-Mold alumi- 
num base. The seat pan and back pan 
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are fabricated of die-stamped steel and | 
padded with foam rubber latex. The 
back has two-way adjustment. e 

The standard upholstery fabric fur- nstead of costl ref in 
nished with this chair is supported y yp g 
plastic. However, Grospoint, Bedford 


Cord, and other special fabrics are eimied use your photocopy machine 


available on request. 
Price. $51.75, 


The General Fireproofing Co. It's designed to eliminate errors — 

The secretarial chair featured by The assures you 100% accurate copies of 
General Fireproofing Co. is its Good- > any document every time. And in 
form Aluminum Chair No. 2123, de- 9 cases out of 10 your photocopy 
signed for female clerical workers. This machine delivers these error- 
model is pictured on page 41. free copies at a fraction of the 
cost of retyping a document 
and checking it for mistakes, 


Description, This chair is an alumi- 
num chair with an anodized frame. 
The manufacturer declares that this : : 
frame is highly resistant to scratches MORE Sa - - It will pay ce rae. tome 
and bumps, and that it will not split, ' AR? axes reliable photocopy 
splinter, warp, or pull apart. iis L ia machine to work on a full- 

The chair has five adjustments. The . f S ' time basis serving all de- 
seat swivels so that it can be suited to partments. 
any user, but does not tilt. Foam rub- 


ber cushioning is used throughout, and 
a 


the upholstery is of plastic coated 


falncée. For the best photocopies, use 
Kodagraph Contact Paper 


Price. $50, 


W. H. Gunlocke Chair Co. j ; : 
A line of choles kneta as the Gow This outstanding paper is made by 


locke Champion group is produced by Kodak for use in all types of contact 
the W. H. Gunlocke Co. The model photocopiers. It reproduces all 
illustrated on page 38 is the secretari- documents in dense photo- 
al and male clerk’s chair No. 684RSB. graphic blacks, clean whites 

Description. Gunlocke chairs feature ... With new sparkle and 
a sott foam rubber seat on a contoured legibility. And it’s easier, more < 

economical to use—no more split- ~ 

second timing or trial-and-error = y 
testing. Order it...and see for 


foundation: the company calls atten- 

tion to the foam rubber interior con- 

struction. The chairs are upholstered 

in a hard-wearing transportation cloth. ourself 
Price. About $66. aaa 
Delivery. Shipments are currently 

being made within three weeks of re- 


if order (Xodagraph Contact Paper 


Hamilton Manufacturing Corp. 


Hamilton’s model 15-S COSCO ‘sec. “THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 
retarial office chair with a spring-ten- 
sion back is pictured on page 35. 

Description. This chair has four ad- Mail coupon EASTMAN KODAK COMPANY 
justments: seat height; seat depth, made for z 7 Industrial Photographic Division 
by moving the back frame in or out; free booklet | y\> Rochester 4, N. Y. 


regulation of spring tension of the 


ibe Gentlemen: Please send me a ¢ opy of “Mfodern Drawing and Document Repro- 
back; and an adjustment by which the duction”. ..your new, free booklet giving full details on Kodagraph Contact Paper. 
back rest can be raised or lowered for 7 
small-of-the-back support. et 


Department 


During the last year all-rubber 


bumper guards have been added to Sanna 


the base to protect desks, shoes, and Street 


} 
hose, City 


The choice of upholstery now ex- et area te 
‘ (ao ‘ zs ”? . nae 
tends to Goodall “Claremont” cloth . 
avd DuPont “Fabrilite.” 


i 
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W. H. Gunlocke’s 
model 684RSB 


Emeco Corporation 
model 1007 


Price. $32.50. A fixed-back model 
is also offered, at $29.95. 
Delivery. Immediate. 


Harter Corp. 

The Harter Corp. offers its model 
EI5R steel posture chair, which is pic- 
tured on page 41. 

Description. Model E15R is a rigid 
back chair constructed of steel tubing. 
It is equipped with a “curved-to-fit” 
backrest with a formed sheet steel pan. 
The back is cushioned with sheet foam 
rubber. 

The seat has a molded foam rubber 
cushion and a heavily embossed metal 
pan. 

This model is available in a wide 
choice of upholsteries in standard or 
pastel colors, 


Delivery. four 


weeks. 


Approximately 


High Point Bending & Chair Co. 

The “Trend Series” of chairs is man- 
utactured by the High Point Bending 
& Chair Co. Model no. 2756, shown on 
page 35, is one of several patterns 
it. this series, 

Description. This chair has a solid 
wood seat, deeply saddled, which is 
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Indiana Chair Co. Shaw-Walker Co 
model 1408 


Remington Rand 
model 57-8 


model 8317 


Murphy Chair Co. 
model 229 


used as a base; over this base is applied 
a sheet of foam rubber. The back, 
which is also fitted with foam rubber, 
is so positioned that a slight adjust- 
ment either up or down, backward or 
forward, fits it to the user. 

The back is adjustable for spring 
tension and the seat may be raised or 
lowered according to the requirements 
of the occupant. 

Other features are the use of double 
race ball-bearing casters to provide 
mobility, and of friction hinges to at- 
tach the back to the upright members. 

This chair is available in top grain 
or deep buff leather, or in Elastic Nau- 
gahyde. It is offered in all standard 
wood finishes, and in special finishes 
on request. 

Price. $49 to $60, depending on the 
upholstery selected. 

Delivery. Each chair is custom tai 
lored after receipt of order. 


Indiana Chair Co. 

The illustration on this page shows 
the Indiana Chair Co.’s model 1408 
Steno Posture chair. 

Description. A special feature of 
this model is its flexible back support, 
which is attached to the back posts 


Art Metal’s 
model 709A 


Sturgis’ Glidemaster 
model 972-G 
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Royal Metal Mfg. Co. 


secretarial chair 


Dixie Chrome Products’ 
“Secretary” 


with spring hinges. According to the 
manufacturer, this arrangement gives 
proper back support to the occupant 
even when he is moving about while 
using the chair. 

The chair is equipped with a “Syn- 
chro-Tilt” chair control which is ad- 
justable without tools in four different 
ways. Seat height, back height, and 
back tension are adjustable, and the 
back rest can be moved forward or 
backward as desired. 

In addition, the chair has soft rub- 
ber, ball-bearing casters, and an insert- 
ed rubber seat bumper around the seat. 

This pattern is available in walnut, 
mahogany, light golden oak, or Sof- 
tone oak finishes. As model 1410, it is 
available with an upholstered seat and 
back rest, using combinations of Elastic 
Naugahyde, leather, and other fabrics. 
Price. About $27. 


Delivery. One or two weeks. 


Jasper Seating Co. 

Among the chairs manufactured by 
the Jasper Seating Co. is the secretarial 
model No. 46LR. Illustrated on page 41. 

Description. The manufacturers state 
that their models are designed primar- 
ily for comfort, and they feel that the 
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For still another Sturgis engineering achievement, see the Dupont advertisement on page ?? 


Another great STURGIS achievement: 
Steel office chairs that are 


el 
On uneven floors 


thanks to this amazing 


Pi 


No matter how uneven the floor, the remarkable 

flexing characteristics of this fiber glass base 

are such that your weight keeps all four casters 

firmly on the floor. This is one of several amazing 

features of this new base. Its durability is almost 
unbelievable. No amount of office abuse will 

dent, deform or disfigure it. All the maintenance 


it will ever need is a wipe with a cloth. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with fiber 
glass bases. What’s more, these chairs may be 
selected with the visible steel parts finished in 
STURLON‘*, the extraordinary new finish which 
has 10 to 20 times the abrasion resistance of 
other finishes, is warm to the touch and is 


non-corrosive. You can’t beat that combination! 


POSTURE CHAIRS 


No refinishing—ever! , : 
Let the ni a chair or Cures “foot-trouble” Noiseless! Smart, beautiful patterns 


bang one against another— Office workers are prone to in- The sound deadening charac- The glass fiber formations 
nothing will disfigure or dent flict scars and scuffs on chair teristic of fiber glass insures produce a pattern of distinc- 
or deform this fiber glass base bases. But a fiber glass base is virtually noiseless movement tive beauty— introducing a 
and a wipe with a cloth will a sure cure for this sort of of the chair, even on rough brand new decorative note 
always make it look like new. “foot trouble’. and uneven floors. into office chairs. 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 
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model 46LR is particularly successful 
in this respect. 

The notable feature of this chair is a 
seat that is deeply saddled and padded 
with heavy foam rubber. 


Maso Steel Products 

New in the line of chairs produced 
by the Maso organization is model No. 
925B, known as the “Econome,” and 
shown in the picture on page 36. 

Description. The new model is of 
steel, with a base of steel tubing. It is 
equipped with adjustable seat and 
back; it has a handwheel to regulate 
tension of the spring back. 

The seat and backrest are covered in 
Naugahyde upholstery in a choice of 
gray, two shades of green, brown or 
maroon. The seat and back padding is 
of foam rubber. The metal parts are 
finished in gray, green, or brown baked 
enamel. 

In addition, this model has soft rub- 
ber casters that ride on bearings for 
noiselessness and ease of mobility. 

Price. About $27. 


Metal Office Furniture Co. 

The Steelcase line of secretarial 
posture chairs, manufactured by the 
Metal Office Furniture Co., is repre- 
sented by the model C-75, which is 
shown in the illustration on page 35. 

Description. Model C-75, in addition 
to adjustments for seat height, back 
height, forward and back movement 
ot the chair back, and back tension, 
has a control for regulating the tension 
of ult and for converting the chair 
from a tilting-back to a rigid-back type. 

The chair is obtainable in a variety 
of upholstery materials, and in an as- 
sortment of steel finishes. 


The Milwaukee Chair Co. 

The Milwaukee Chair Co, offers its 
model 155% FL clerical posture chair, 
pictured on page 35. 

Description. A special feature of this 
chair is its bonded latex “Comfo” seat 
cushion, which is upholstered in a com- 
bination of leather and fabric. The 
fabric is designed to provide ventila- 
tion over the latex cushioning, and the 
manufacturer states that it preserves 
a well-tailored appearance indefinitely. 

Controls are provided to adjust seat 
height, back height, and the tension of 
the back-action. 

Price. $80 for the model upholstered 
it: top grain leather and Grospoint 
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fabric. 
Delivery. In 30 days. 


Murphy Chair Co. 

The secretarial chair featured by the 
Murphy Chair Co. is its model No. 
229, a picture of which will be found 
on page 38. 

Description. The model 229 is con- 
structed of solid American walnut and 
is provided with a rubberized, curled 
hair, pad seat and an elastic Nauga- 
hyde back. The seat is of Goodall fab- 
ric, trimmed with elastic Naugahyde. 

The chair is equipped with Bassick 
chair control; seat height and back 
height are adjustable. The casters are 
of the ball bearing type. 

Models made of walnut are obtain- 
able in walnut or mahogany finish. 
Other versions of this chair are of oak, 
finished in various oak colorings. 

Price. About $50. 

Delivery. Immediate. 


Remington Rand Ine. 

The Remington Rand secretarial 
posture chair illustrated on page 38 is 
the model 57-S. 

Description. This model has recent- 
ly been altered to increase the size of 
the back and seat. 

Model 57-S has four separate adjust- 
ments, operated by handwheel controls, 
to regulate seat height, back position 
with respect to height, back position 
with respect to its forward or back- 
ward movement, and back-tilt teusion. 
A special spring back allows for tlt- 
back relaxation while remaining rigid 
when the occupant sits upright. 


Royal Metal Manufacturing Co. 

Royal Metal Manufacturing Co.'s 
line of secretarial chairs includes the 
model pictured on page 38, one of four 
in the series. 

Description. The four chairs of the 
Royal Metal line vary somewhat in 
shape and design of seat, back, and 
base, but all have backrests which are 
adjustable four ways and molded foam 
rubber seats which can be adjusted for 
height. In the model illustrated, the 
seat is “posture-shaped”; other models 
are available with flat seats. 

Construction is of square tubular 
steel. The metal surfaces are finished 
in various pastels. The seats are of 
coil-spring construction and, together 
with the back rests, are covered with 
Royal cloth fabric, or in either of two 
supported vinyl upholsteries. A wide 
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variety of colors is obtainable. 
Prices. $34.90 to $54.50, depending 
on the styling. 


Shaw-Walker Co. 

Shaw-Walker refers to its secretarial 
chair as a Correct Seating Chair. Model 
No. $317 is illustrated on page 33. 

Description. Unlike many secretarial 
chairs, the Shaw-Walker model is made 
of aluminum. The seat and back are 
of foam rubber, upholstered in Gros- 
point frieze (silvertone, brown, green, 
or maroon) or in plastic coated tabrics 
(tan, green, or maroon). 

The rear of the seat is one inch lower 
than the front, and the manufacturer 
says that because of this slope the oc- 
cupant automatically sits back in a rest- 
ful, healthy position. 

The chair is equipped with five 
means of changing seat: height, and 
height, angle, and tension of the back. 
This is done without the use of tools. 
In addition, the chair has soft rubber, 
ball-bearing casters. 


Standard Sales Co. 

Standard Sales Co.’s model 250 de 
luxe secretarial chair is pictured on 
page 35. 

Description. This chair is one of the 
few that make use of aluminum as a 
basic material. In this case, the base is 
of cast aluminum, and it is supported 
on noiseless ball-bearing casters. 

The seat is of molded rubber, and 
the chair is fully adjustable three ways. 

A second model, No. 150, is similar, 
but has a rubberized hair seat and a 
tubular base. It is also adjustable three 
ways. It is known as the “Standard 
Secretary.” 


The Sturgis Posture Chair Co. 

A secretarial chair with a fiber-glass 
base is offered by The Sturgis Posture 
Chair Co, This chair, identified as the 
No. 972-G Glidemaster, is pictured in 
the photograph on page 38. 

Description, The fiber-glass base is 
an unusual feature of the Glidemaster. 
The manufacturer claims that it will 
rot dent or become disfigured, that it 
never needs refinishing, that it is auto- 
n:atically self-leveling on uneven floors, 
and that it is lighter than a metal base. 

The steel backposts are finished in 
Sturlon, a new finish that ts said to 
have great resistance to wear, is warm 
to the touch, and is static-resistant. 

The Glidemaster has a deep coil- 
spring seat, covered with foam rubber. 


The backrest also is cushioned with 
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loam rubber. 


Delivery. Current. 


The Taylor Chair Co. 
The Taylor Chair 
8844! secretarial posture chair is illus- 


Co.’s model 
trated below. 

Description. This Taylor model is 
obtainable in a walnut finish, in oak, 
or in walnut; upholstery 
choices include Fabrilite, Naugahyde, 
saddle leather, or top grain leather. 


genuine 


An improvement in this year’s model 
is the use of a two-inch rubber seat in- 
stead of the one-inch seat used former- 
ly. 

This chair is equipped with scuff 
plates as standard equipment, 

Delivery. Immediate. 


Wells Chair Corp. 

Wells Chair Corp. manufactures the 
No. 272 spring back secretarial posture 
chair shown in the photograph below. 


Aluminum Seating’s 


Fine-Rest MC-600 


Wells Chair Corp. 


Description. This model has controls 
to permit adjustment of the chair ac- 
cording to the wishes of the occupant. 
Adjustments of five types are possible. 

The base is of with a 
satin finish, mounted on two-inch ball- 
bearing casters. The seat and back are 
of latex, upholstered in Newport fab- 
ric, as shown in the illustration, or in 
Elastic Naugahyde. 

Price. $50.60. 


aluminum 


Delivery. Immediate. 


Staplers 


Ace Fastener Corp. 

Ace Fastener Corp. manufactures a 
line of stapling machines, of which the 
No. 702 Ace Clipper plier is illustrated 
on page 47. 

Description. The Ace Clipper is a 
special type of stapler which is particu- 
larly suited to operations requiring ex- 
tra penetrating strength. The machine 


Taylor Chair's 


Cramer Posture Chair's 


uses undulated staples for this extra 
strength. 

This model is provided with a grip 
for hand oper.tion. The grip is de- 
signed to furiuish leverage for greater 
ease in operation. 

Price. $5.00. 

Delivery, Immediate. 


The Bates Manufacturing Co. 
Bates’ model H-30 heavy duty stap- 

ler is shown with a power arm attach- 

ment in the illustration on page 47. 
Description. Model H-30 is 


with or without the power arm. 


available 
The 
arm, however, greatly increases the lev- 
erage and, according to the manutac- 
turer, enables an operator to staple up 
to 100 sheets of paper with no more 
pressure than can be applied by one 
finger. 

The stapler can be used with any of 
three sizes of staples, which are de- 
signed for fastening 40, 80, or 100 
sheets. 


All-Steel’s 


model 272 model 884414 model U-22 model 1023 


General Fireprofing Co. 


Jasper Seating Co. 
model 2123 


model 46LR 


Domore Chair Co. 


Harter Corp. 
model 790 


model EISR 
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In addition, another Bates model is 
available with throats of 12 or 16 inch- 
es to handle “long reach” jobs. 

Price. Model H-30 is priced at $10 
and the power arm at $12.50. 

Delivery. Immediate. 


Bostitch 

The newest model in the Bostitch 
line of staplers is the model B-11, pic- 
tured on page 47. 

Description. In addition to its prim- 
ary function as a desk stapler, the mod- 
el B-11 can be used as a tacker, stapling 
plier, and staple remover. 

Used as a stapler, this model can 
handle up to 32 sheets of ordinary bond 


paper. When the machine is used as a 
stapling tacker, its closed-in front gives 
full support to the staple while it is 
being driven. 

The staple removing device is simply 
ar. attached remover blade which lifts 
the staples out with a gentle push. It 
is a part of the machine itself. 

Price. $4.95. 

Delivery. Immediate, with occasional 


delays. 


Fastener Corp. 

The Duo-Fast pocket stapler, pro- 
duced by the Fastener Corp., is a pen- 
size model that offers the conveniences 
of being handy and of using small 
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@ From A.B.C. report 
for six months periods 
ending June and De- 
cember 1952. 


*Subject to ABC. 


212 Fifth Avenue 


Specialized office systems and equipment 
editorials attract top executive PAID sub- 


In steadily increasing numbers ,more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 


supplies and equipment. That's why they pay subscrip- 
tion fees to OFFICE MANAGEMENT—the only A.B.C. 
audited paid publication edited excusively for executives 


concerned with office operations and efficiency. 


OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. They are alert to new procedures, 


and new ideas, to solve equipment and supplies problems. 


March 7572 
April 7721 
May _—-8024 
June 8569 management information on 
July 8498 
Aug. 8494 
Sept. 8555 
Oct. 9154 
Nov. 9244 
Dec. 9427 
1953 January 9303 “ANUPACTURERS: 
Feb. 9248 
March 9604 
April 10,023 
MAY 10,211 


Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 


ing authority—start your schedule next month. 


Audit for six months Set copy, Ist of preceding month 
— ending June ECLOSING DATES: Complete plates, 5th of preceding 
month. 
ste, a 

v4 —— 7 at 2, 
‘©: 0) 
° 2 . 2 
“7; OFFICE MANAGEMENT NW 


The Magazine for Management Executives 


office systems, services, 


New York 10, N. Y. 
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staples. 

Description. The Duo-Fast stapler is 
shown in the photograph on page 
47. It is of about the same size and 
shape as an ordinary fountain pen, and 
the mechanism is operated by thumb 
pressure. Because it uses a small-size 
staple, which reduces the thickness of 
the stapled portion of a file, the manu- 
facturers claim that a file of papers 
stapled together with this model will 
occupy 25 per cent less space than the 
same file would if stapled with a regu- 
lar office machine. 


Majestic Staple Co. 

The three models of staplers offered 
by the Majestic Staple Co. are of the 
air-driven type and are designed for 
use wherever it is desired to drive a 
staple through or into soft or hard 
woods, or for tacking light gauge mild 
steel to wood. One appears on page 47. 

Description. The Majestic stapling 
machine weighs less than two pounds 
and can be operated from any position, 
as long as the operator is able to posi- 
tion the machine and press the trigger. 
It has a “form-fit” handle grip with a 
convenient trigger under the grip. 

As delivered, the machine is ready 
for hook-up with any air line supply- 
ing sixty to ninety pounds air pressure. 
It carries a lifetime guarantee when 
used with Majestic staples. 

Price. $50, complete with all attach- 
ments, 

Delivery. Immediate. 


Speed Products Co., Inc. 

The Swingline series of staplers is 
produced by the Speed Products Co., 
Inc., whose No. 4 desk model is pic- 
tured on page 47. 

Description. Staplers of this series 
feature the Swingline open channel for 
quick loading, and the Swingline 
stroke control that holds back the sec- 
ond staple until the first staple has been 
ejected. 

Models are available in jade, topaz, 
and pearl colors, with or without 
chrome. They are equipped with soft 
rubber feet for desk protection. The 
overall length of the No. 4 model is 
8’ inches, with a throat depth of 4 
inches. A shorter model, the No. 3, is 
also offered. 

The company states that Speedpoint 
staples, designed for use with these 
models, are pointed for 28 per cent 
greater penetration. These staples are 
now being sold in a plastic box for re- 
(To page 47) 
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“CUTS AND ELECTROS 


MAPS AND PLANS 


ENGRAVINGS. 


LOCKS 


HEAVY STEEL BLUEPRINT CABINET __ piermic tiene tyre 


Lock Controlling All Five 


Solidly built of heavy gauge furniture steel. Smooth gliding drawers on ball-bearing rollers, —a ae 
equipped with rear hood and lift compressor in front. 5-drawer units that can be securely be 
stacked to meet your individual requirements. Olive green or Cole grey finish. 
Inside Drawer Outside Cabinet 
Dimensions Dimensions 
Wide Deep High Wide Deep High Price Shipping Weight s 
No. 4030—5-drawer unit 37” 25” 2%” 40%” 28%” 15%” $1 12.50 162 Ibs. si + 
No. 30-B Base 7 ¥2”’ high for above cabinet 16.00 20 Ibs. * hag 2 
No. 4332—5-drawer unit 43” 32” 2%” 46%” 35%" 15%” 149.50 245 lbs. b, is 
No. 433-B Base 72" high for above cabinet 18.50 30 Ibs. re) 
No. 5038—5-drawer unit 50” 38” 2%” 53%” 41%” 15%” 169.00 319 Ibs. 
No. 538-B Base 7 ¥2” high for above cabinet 20.50 41% lbs. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


es COL STEEL EQUIPMENT COMPANY | 


285 Madison Avenue, = New York 17, New York | 
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Top index drawer can also 
be used for cancelled checks 


ob 
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SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File The “EXECUTIVE” File 


Two ball-bearing letter 


A heavy gauge steel cabinet containing two Mies, Can edieeiin com 


ball-bearing letter files, index drawer for senggpeonny~ enter oes ane 
ey, two index drawers for 

3x5 or 4x6 cards (3200 cap.); 2 adjustable 3x5 or 4x6 cards (6400 ca- 
one ee pacity). 3714" high, 3012" 

compartments under lock and key; steel wide, 172" deep. Olive 


green or Cole gray, baked 
enamel finish. 


safety vault with large vault size dial lock 


(only YOU know the combination). No. 1478 .....$59.95 
With plunger-type lock which 

: : i : utomatically locks all draw- 

32” high, 302” wide, 17%” deep. Olive ers. No. 1476PL_.... $67.45 


green or Cole gray, baked enamel finish. 


No. 1370 The “DIRECTOR’ File 
Similar to above except in- 

— stead of the card drawers 

a third letter size filing 

drawer has been added. 


eee $53.95 

With plunger lock which automatically locks The above with plunger lock 
~ that automatically locks all 

all drawers. No. 1370PL......... $57.45 demanes. tn. 100. 544.48 


Grained walnut, mahogany or knotty pine finish$12.50 additional. 


Prices slightly higher Texas, Colorado and West of the Rocki« 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 


hard to find, collect dust and ina jiffy. .. Stay neat and orderly and use your expensive cabinets over again. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $3°° 


There is a size made for every office record. These Pronto files 

are sturdily built of 275-lb. test fibre board, reinforced with 

FOLLOW steel on the shell and the four corners of the drawers as well. 

BLOCKS They cost no more than ordinary files! Can be interlocked into 

90¢ ADEITIONAL solid units and stacked to the ceiling. Beautiful in appearance, 
Made for any size file . ; 4 . 

finished in olive green to match your regular office files. Will 


LETTER SIZE $355 last a lifetime. 


LEGAL size $435 ca @ ch | 7 2 
CHECK size $240 
| 


Prices slightly higher in Texas, Colorado and West of the Rockies 4 T °o °] A G E 7 8 L g s 7 


PRONTO FILE CORPORATION 285 Madison Ave., N. Y. 17, N. Y. 
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Tools of the office 
(Continued from page 47) 


use, with spill-proof features. 

Price. For model No. 4, $6.50; model 
No. 4 with chrome, $7.50; model No, 3 
(short), $5.00 and $6.00. 

Delivery. Immediate. 


The Staplex Co. 

The Staplex Co. offers an automatic 
electric stapler, which is illustrated 
on the following page. 

Description. Since the Staplex ma- 
chine is automatic, the operator has 
both hands free. The stapler drives 
standard size staples the moment the 
work is inserted into it. According to 
the company, its speed is limited only 
by the speed with which the operator 
can feed work to it. It has no levers 
or switches to operate; neither does it 
have a motor. 

This stapler is 1014 inches high, 10 
inches deep, and 4, inches wide. It 
weighs 124 pounds. 
Delivery. Immediate. 


Vail Mfg. Co. 

The Vail Mfg. Co. has recently in- 
troduced its new Victor desk stapler. 

Description. The Victor stapler is 
designed to be used not only for nor- 
mal stapling, but for pinning and tack- 
ing as well. The manufacturers state 
that their new product has unusual 
new time-saving features, and that it is 
speedy, efficient, durable, and non- 
clogging. The Victor uses standard 
staples. 


Price. $5.00. 


Wilson Jones Co. 

Wilson Jones has re-engineered its 
Tatum T-155G stapler. The standard 
version of this machine is illustrated in 
the photograph below. 

Description. The T-155G is a com- 
pact model 41% inches in length. It 
may be used as a fastener, tacker, or 
hand plier, and can accommodate up 


Wilson Jones’ Tatum T-155G6 
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to 32 sheets of bond paper. 

This stapler has a gun-metal finish 
and is equipped with rubber feet to 
prevent marring furniture. 

A special version of the 
known as the “Monogram,” is also 
available. Its distinguishing character- 
istic is a polished chrome metal adver- 


model, 


tising plate permanently affixed to the 
top, which may be used to carry a 
firm’s name and advertising message. 

The T-155G is marketed in three 
ways: (1) individually packed, (2) 
with 2,500 staples in a gift box—identi- 
fied in this packaging as “Buddy” (T- 
1155G), and (3) as the “Monogram” 
stapler. 

Prices. For the stapler itself, $2.75; 
for the “Buddy” gift package, $3.25; 
for the nameplate, $1.95 to $2.55, de- 
pending on quantity. 

Delivery. Immediate, except that 
nameplates require 30 to 45 days. 


Numbering 


Machines 


American Numbering Mach. Co 

American Numbering Machine Co. 
is featuring two numbering machines 
of its “5 in 1” series: model 110, with 
five wheels; and model 111, with six 
wheels. Model 111 appears on page 48. 

Description. These machines are 
made with all steel wheels and parts. 
The frames are finished in either black 
or maroon wrinkle finish, and the vis- 
ible steel parts are nickel plated. 

The “5 in 1” trade name indicates 
that five movements are built into 
models of this series. These are “re- 
peat,” “consecutive,” “duplicate,” “trip- 
licate,” and “quadruplicate.” 

These numbering machines are hand 
operated and self-inking. They print 
3/16” figures in either Roman or 
Gothic. While the standard models are 
available in 5 or 6-wheel versions (mod- 
els 110 and 111 respectively), special 


Speed Products Co. desk model No. 4 


Ace Fastener’s No. 702 Ace Clipper 


Bates H-30 stapler with power arm 


Fastener Corp.'s Duo-Fast 
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American Numbering Machine Co. 
model 111 with six wheels 


Roberts Numbering Machine Co. 
model 95L hand machine 


Manufacturing Co. numbering 
machine and platform 


orders are taken for models with as 
many as 15 wheels. 

Price. For model 110, $22; for model 
111, $25. 


Delivery. Immediate. 


The Bates Manufacturing Co. 

In addition to a line of numbering 
machines, Bates manufactures a_plat- 
form which can be furnished with any 
numbering machine made by the com- 
pany. It is shown below. 

Description. The platform is de- 
signed to facilitate operation of the 
numbering machine. One of its fea- 
tures is that it is provided with gauges 
which make it possible to locate the 
exact position in which the numbers 
will be printed. 

When the platform is used with a 
numbering machine, work is brought 
to the machine, not the machine to the 
work. 

The numbering machine shown on 
the platform in the accompanying pho- 
tograph is one of several models pro- 
duced by the Bates company. It is ca- 
pable of consecutive, “duplicate,” and 
“repeat” numbering as desired. 

Price. The platform is priced at $14. 

Delivery. Normally there is no de- 
l.y. In recent weeks deliveries were on 
a six-week basis, but a speed-up is 
anticipated. 


Wm. A. Force & Co., Inc. 

Wm. A. Force & Co., Inc. manufac- 
tures a line of numbering machines, of 
which model 150 is illustrated below. 

Description. Model 150 has a one- 
piece steel frame. It is a six-wheel ma- 
chine which may be used for consecu- 
tive, “repeat,” and “duplicate” auto- 
matic numbering, the selection being 


Rapidprint Time Recorders’ 


model ARDN 
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Staplex Co. automatic 
electric stapler 


made by means of a lever. Its etched 
nameplate is of a new design. 
Price. $17.50, plus excise tax. 
Delivery. Immediate. 


Rapidprint Time Recorders, Inc. 

Rapidprint’s line of numbering ma- 
chines has been completely redesigned. 
The list includes model ARDN, which 
is illustrated in this section, and mod- 
els AN and ADN. 

Description. Model ARDN offers 
the greatest variety among these mod- 
els, providing number, date and time, 
and an individualized legend. Models 
AN and ADN are equipped for auto- 
matic numbering and numbering and 
dating combined with a legend. All 
are electrically operated. 

Imprints are made as fast as paper 
can be inserted in the machine. The 
manufacturer states that as many as 
2,000 impressions an hour have been 
made. 


Wm. A. Force & Co. model 150 
numbering machine 
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According to the company, these ma- 
chines are particularly adapted for im- 
printing carbonized  multiple-form 
vouchers and will stamp _ legibly 
through 12 carbon copies. 

Delivery. Immediate. 


Roberts Numbering Machine Co. 

New in the Roberts line is the model 
95L. hand numbering machine which 
replaces model 37. 

Description. Model 95 L is a lever- 
operated machine on which the num- 
bers are advanced by slight pressure on 
the lever. One number can be repeated 
as many times as desired. 

The new machine has all stee] wheels 
in a case of nickel-plated steel. A  spe- 
cial feature of the new design is the 
greater wheel capacity. Models can be 
furnished with as many as eleven 
wheels. 

F gure styles are now available in a 
wider selection than previously. 

Price. Style H with 6 wheels, $23. 


Manufacturers’ List 


Secretarial Posture Chairs 
All-Steel Equipment Inc. 

100 Griffith Ave., Aurora, II. 
Aluminum Seating Co. 

17 S. Cherry St., Akron 8, Ohio 
Art Metal Construction Co. 

Jones & Gifford Aves., Jamestown, 

|. i.e 
Art Steel Sales Corp. 

170 W. 233rd St., Bronx 63, N. Y. 
Blair Aluminum Furniture Co. 

106 Kennesaw Ave., Marietta, Ga. 
Cramer Posture Chair Co., Inc. 

1205 Charlotte St., Kansas City 6F, 

Mo. 
Dependable Mfg. Co. 

434 Keeline Bldg., Omaha 2, Nebr. 
Dixie Chrome Products, Div. of 

Southern Consolidated Mfg. Corp. 

711 E. Ist St., Irving, Texas 
Domore Chair Co., Inc. 

216 Monger Bldg., Elkhart, Ind. 
Emeco Corp. 

Maple Ave., Hanover, Pa. 
Fritz-Cross Co., The 

300 East 4th St., St. Paul 1, Minn. 
General Fireproofing Co., The 

E. Dennick Ave., Youngstown 1, 

Ohio 
Gunlocke Chair Co., W. H. 

Wayland, N.Y. 
Hamilton Mfg. Corp. 

1501 Cottage Ave., Columbus, Ind. 
Harter Corp. 

Lock Box 392, Sturgis, Mich. 
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High Point Bending & Chair Co. 

P.O. Box 312, Siler City, N.C. 
Indiana Chair Co. 

Jasper, Ind. 
Jasper Chair Co. 

Jasper, Ind. 
Jasper Seating Co. 

Jasper, Ind. 
Johnson Chair Co. 

4401 W. North Ave., Chicago 39, Ill. 
Kewaunee Mfg. Co. 

5021 S. Center St., Adrian, Mich. 
Knight Mfg. Co, 

3206 Avenue V, Wichita Falls, Texas 
Knoll Associates 

575 Madison Ave., New York 
Marble Chair Co., The B. L. 

89 Willis St., Bedford, Ohio 
Maso Steel Products, Inc. 

81 W. Van Buren St., Chicago 5, Ill. 
Mayfair Co., The 

315 N. Desplaines St., Chicago 6, Ill. 
Metal Office Furniture Co. 

1491 Division Ave. S., Grand Rapids 

2, Mich. 
Milwaukee Chair Co. 

3022 W. Center St., Milwaukee 45, 

Wisc. 
Murphy Chair Co., Inc. 

931 Wing Ave., Owensboro, Ky. 
Murphy-Miller, Inc. 

2103 Bluff St., Owensboro, Ky. 
Ohio Chair Co., Inc. 

28 W. Madison Ave., Youngstown, 

Ohio 
Precision Metal Workers 

3100 W. Carroll Ave., Chicago, Ill. 
Remington Rand Inc. 

315 Fourth Ave., New York 10, 

N. Y. 
Riteform Chair Co., Inc. 

2300 Ellis St., St. Paul, Minn. 
Royal Metal Mfg. Co. 

175 N. Michigan Blvd., Chicago 1, 

Ill. 
Scerbo & Sons, Inc., Frank 

536 Pearl St., New York 7, N. Y. 
Shaw-Walker Co. 

Muskegon, Mich. 
Shepherd Chair Co. 

1912 Main St., Melrose Park, Il. 
Sikes Co., Inc., The 

20 Churchill St., Buffalo 7, N. Y. 
Standard Sales Co. 

12411 Industrial Ave., 

Calif. 
Sturgis Posture Chair Co., The 

154 E. Erie St., Chicago 11, Ill. 
Taylor Chair Co. 

Taylor & Willis Rds., Bedford, Ohio 
Toledo Metal Furniture Co. 

1100-1200 Hastings St., Toledo, Ohio 
Wells Chair Corp. 

Box 230, Michigan City, Ind. 


Hollydale, 


Staplers 
Ace Fastener Corp. 
3415 N. Ashland Ave., Chicago 13, 
Ill. 
Acme Staple Co. 
1643 Haddon Ave., Camden 3, N. J. 


Apsco Products Inc. 


336 No. Foothill Rd., Beverly Hills, 

Calif. 
Arrow Fastener Co., Inc. 

1 Junius St., Brooklyn 12, N. Y. 
tates Mfg. Co., The 

30 Vesey St., New York 7, N. Y. 
Bostitch 

Mechanic St., Westerly, R. I. 
Fastener Corp. 

860 Fletcher St., Chicago 14, Il. 
Hotchkiss Sales Co. 

10 Hoyt St., Norwalk, Conn. 
Majestic Staple Co. 

1100 Myrtle Ave., Brooklyn 6, N. Y. 
Markwell Mfg. Co., Inc. 

200 Hudson St., New York 13, N. Y. 
Metal Specialties Mfg. Co. 

1975 Cornell Ave., Melrose Park, Ill. 
National Business Systems, Inc. 

8430 Grand River Ave., Detroit, 

Mich. 
Neva-Clog Products, Inc. 

506 Logan St., Bridgeport 1, Conn. 
Precision Staple Corp. 

3 Waverly Place, New York 3, N. Y. 
Speed Products Co., Inc. 

32-01 Queens Blvd., Long Island 

City 1, N. Y. 
Staplex Co., The 

70 Jay St., Brooklyn 1, N. Y. 
Vail Mig. Co. 

900 E. 95th St., Chicago 19, Ill. 
Wilson Jones Co. 

3300 Franklin Blvd., Chicago, Ill. 

Numbering Machines 

American Numbering Machine Co. 


Atlantic & Shepherd Aves., Brook- 


lyn 8, N. Y. 
Ameurope, Inc. 

57 Newark Ave., Jersey City 2, N. J. 
Bates Mfg. Co., The 

30 Vesey St., New York 7, N.Y. 
Force & Co., Inc., Wm. A. 


216 Nichols Ave., Brooklyn 8, N. Y. 


Fulton Marking Equipment Co., 
82 Fulton St., Elizabeth 1, N. J. 
Rapidprint Time Recorders, Inc. 


700 Jamaica Ave., Brooklyn 8, N. Y. 


Roberts Numbering Machine Co. 


700 Jamaica Ave., Brooklyn 8, N. Y. 


Smith Mfg. Co., R. H. 


367 Worthington St., Springfield, 


Mass. 
Stewart & Co., Inc., R. A. 

80 Duane St., New York 7, N. Y. 
Time, Date & Number, Inc. 

298 Broadway, New York 7, N. Y. 
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Heppenstall’s windowless, air-conditioned “new” building . . - 


They like it 
behind this 


iron curtain 


HOW CAN a company get a new building, modern to the 
point of unorthodoxy in appearance and function, without 
building it from the ground up and without major remodel- 
ing of an old structure? 

The answer found by Heppenstall Company, Pittsburgh 
steel products manufacturers: Give the old building a steel 
coat. 

That is literally what has been done by Heppenstall. Faced 
with a need for more office space, the company considered 
its headquarters, a four-story main building constructed in 
1918, and a three-story annex built in 1923, and decided that 
a fourth floor added to the annex and construction of a 
central unit in the courtyard between the annex and the 
original building would give the desired room for expansion. 

But how would it look? 

Definitely makeshift, Heppenstall officers felt, and this 
feeling led to the unique solution they found. The fourth 
story was added, the central unit was built, but the outside 
walls of the differing structures were then all covered by 
sheet steel panels, which gave the ensemble the appearance 
of one rectangular building. 

And a most unusual building. Since the existing walls 
were completely covered by the stainless panels, the new 
“building” has no windows. 

So, here is one possible graceful solution to the problem 
faced by executives in charge of a business that has grown 
through. several haphazard additions to its original office 
building: a new coat, with a building as with a woman, can 
sometimes work wonders. 


50 


. . » has signal panels indicating what weather outside is 
like—stormy or fair, cold or warm—so that employees 
will know what to wear. Below: view of the reception area. 
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President R. B. Heppenstall’s office has curved wall with Office of executive vice president John P. Roche is in 
“Chinese tea box” design wallpaper, in green and gold. traditional design, with Sheraton, Queen Anne furniture. 


Board room is dominated by mural of Pittsburgh in 1889, R. B. Heppenstall. Below (left): fluorescent lights in 
year company was founded, Next to portrait of C. W. various tints are used throughout. At right: Harry O. 
Heppenstall, Sr., are (left) R. B. Heppenstall, Jr., and Lang, vice-president-sales, chose “modern” for his office. 
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Facsimile copying in the office with Dexigraph camera saves time, protects confidential papers 


Oil workers’ Denver headquarters 


THE OFFICES of the Oil Workers’ International Union, 
a CIO affiliate with headquarters at Denver, present a daily 
scene of high paperwork efficiency. The fruits of that efh- 
ciency include substantially reduced office overhead, greatly 
increased clerical production, and marked reduction of costs 
for supplies and certain services. 

With “record photography” taking the place of a number 
of manual typing operations, and plastics being substituted 
for metals in the processes of preparing bulletins, memo- 
randa and other materials sent out in substantial bulk from 
the union offices, OWIU has scored a number of achieve 
ments in modernizing office procedures. 

Record preparation and protection are increasingly sig 
nificant in operations such as those of the Denver union 
headquarters. Paperwork—from confidential contracts and 
other documents to office-processed mimeographing and off 
set work—involves operations by a very large staff, or by a 
relatively small one that is aided by the work simplification 
tools of the most modern office equipment and procedures. 

Because of the extent of copying work, the Oil Workers’ 
Union officials made a study of various photocopying de- 
vices and of means developed in the office equipment and 
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Photocopying saves 
money, speeds work 
in union office 


by Lewis T. Bolger 
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business machine field to ease these burdens. Union Secre- 
tary-Treasurer T. M. McCormick puts it this way: 

“Copies of documents, which we formerly typed man- 
ually and which had to be painstakingly proofread and 
checked, are now produced for about three cents a page. 

“In addition, there are other records, reports and bulle- 
tins which we must reproduce in large quantities, We have 
cut our plate and negative costs for our offset printing oper- 
ations—{rom an average of three dollars a plate to 62 cents 
each, and with the volume of this kind of work that is re- 
quired in an organization such as ours the savings are tre- 
mendous.” 

The paperwork processing results Secretary-Treasurer Mc- 
Cormick discusses have been achieved with a high-speed 
camera and equipment for making plastic photoplates (the 
Remington Rand Dexigraph and Plastiphoter. 

“Our decision to instal! the Dexigraph camera was not 
based on monetary considerations alone,” according to Mc- 
Cormick. “Our files contain many contracts which are 
extremely valuable to us and which are confidential, in most 
instances. We don’t like to have them going off the prem- 
ises, for copying. 

“Photographic copies which are so often required for 
legal purposes, including actual court case presentations, 
we now make right here in the office. Typing takes too 
long and, too, there is always a chance for an error to slip 
by, no matter how carefully the copies are checked. With 
the new photographic setup we are given a facsimile copy; 
we reproduce everything, just as it appears on the original 
instrument, including signatures, seals, stamps, even any 
changes or marginal notations which may appear on the 
original.” 

The high-speed copying camera, plus an adjustable copy 
table and fluorescent lights on roller stands, are all com- 
bined into a single operating unit set on rubber-tired, ball- 


bearing casters, so that it can be moved for use anywhere 
in the union offices. 


The whole outfit takes up no more 
floor space than an ordinary desk, and its power comes from 
convenient 110-volt outlets. 


To speed processing and to keep confidential and other 
material right at hand, Oil Workers’ International has a 
new air conditioned darkroom, fully equipped with proc- 
essing equipment. There is no longer any backlog of typ- 
ing; work which formerly took weeks now takes hours. 

Documents up to 14 inches by 17 inches can be repro- 
duced in one photocopying operation. The negatives are 
kept in binders especially adapted for the purpose and origi- 
nals are kept in a separate file. If additional copies are re- 
quired, these can be made from the negatives without their 
having to be removed from the binder. 

The union’s experience with turning office workers into 
“record photographers’ has been completely satisiactory, 
according to Secretary-Treasurer McCormick. 

“Any of our clerks can operate the Dexigraph camera,” 
he states. “A few simple instructions, and any amateur be- 
comes an expert operator. Easily adjusted copy table guides, 
automatic timing and self-contained lighting do the trick. 
Since our developing process is a completely separate oper- 
ation all bottlenecks are eliminated; photographing and 
processing can go on at the same time, or the exposed prints 
are placed in light-tight transfer boxes and are developed— 
as many as ten at a time—when it is convenient.” 

With the Plastiphoter the union offices make their photo 
offset plates in the office—at a fifth of the cost of having 
them made outside. Savings on the first 100 negatives, ofh- 
cials estimate, paid for the cost of the machine. Other ad- 
vantages include the elimination of delays, and the fact that 
special rush jobs can be taken care of immediately. 

As with the Dexigraph camera, OWIU people find the 
Plastiphoter simple to operate. It takes up about three 
square feet of office space, and has its own drying and 
plate-storing compartments, 

Union officials express themselves as pleased with the fi- 
nancial savings, but more important are the eliminations 
of delays and bottlenecks; the fact that they have full control 
and adequate protection of confidential papers, and get 
faster and more accurate service when they need to refer to 
or have copies made of documents, reports and other records. 


Secretary-Treasurer T. M. McCormick inspects one of the office-produced plastic plates 


x oh ee — 


A 


' 
= 


1953 OFFICE MANAGEMENT 


a] 


oe 


EE 
Ee _ a ae 
wad cenniinmmetetiiahsinldns | tema 
a 


YO aN > x ~ oa ale -_ be atl ee t- Fem 7 ow | ae Ee? » a i eal. a wae my, 4 
oe Bes | ee Re es, ee a f ae ait | Zi a 
anit bfe, ia ' oi os e | haa i ; al * id a ee | i 
po y Psa > ce se lta a e et ae | thas eee. i, b Js . 
: ; iv hale oo eS oe ae ae i . ee an a p ae ae 
a - 
ae & 
Rie re 
abies 
b 
at 
7 Jt 
Pe 
Qe 
iy 
‘ a 
viet 
! i 
ao 
if yA 
ae 
4 
i 
os 
i 
+ 
as 
y a4 
ay 
wy 
yh 
u Bosh 
Bish 
7 % 
" i fe 
Win 
oe Be 
= 
> 
“4 
‘ eae r —_ Le 

> . : bas 4 — 1 . 

; te | Ph : pay 

rm o \ al Rees te 

_— ; ie see 

oa wr . Bay 

4 x \ “alate nadine | —— ca 4 
-- Be A . + — , Depa 
7 ae ee ~' 
c ! 7 ; t : 4 os i. ist vee a : be 
me: C4 ee i ‘Ae, *- f ey 
i | _* er fae i 
4 i *~ . MY EF b 
at ae <a :; 
bis Seal ee) ie a | a : Me ‘ a 
A : " i es ae wm oR - ual tg 7 fe 
ae: A ae eh ; / ee y aA ae eee Pi 
ae . Sees ‘a Bi, 2: 2k eal 
a 7 eae sf) 8 Rs i at. igh. 4 a ae ; 
F a es 2 a + aes a he a Ps a EBayice ue - 
Label a | See . = a esi) So awe ra" ; 

* ee ae ue! a ¢ Ph cz Ears.) 
i at: eee o ya io? 7 
et ; te ¢ ‘:: q i ee tee ‘ cme. £3 eg 
OS aa ay I J . Ba erred - on f ag it - 

a 2 a | ea See - Sia 8 a 
ae ae ee da ee, Rote: E a as vedas e  gite 
a re r Se o, ne ; " Sy es ke! oe eee edie: 
a a 4 = a |: ae ae ae 
s+ ae ; ; ' . ie ae 4 
a . a ne iE 
pose nll ee a: , | ae . i / 
7 ae * ¢ Say apres = + Bi I 
w - 1 P * eer et He aa : 
i, a = = ae ” 
~ qe aoe : A ~ og “i < pert “"¢ 
i mee + pt ’ = mai ‘ Zz ea + ts 
Ps ee é 4 ee: . ; aie { . Pen. 
A a wii — ip 
. 2 te) 
Cre is ‘ . - 
a. a ax aA — me . . 
me? “ - : Y : 
et t « es . 
- ~~ 
Lee 53 
aah | 
marae, 8) : a Pena or ie ae; || aa seas <5: ja ' E g! i - 
a va tee Cee =e ekg 3 7 « M 
‘ i Pee fh Ja hl ll : aes SMM es oe) As es a 


— 


Age 


man anagement 


Semi-annual index 


January-June, 1953 


ASSOCIATION EVENTS 

Chicago Seminar, Show Open March 2 
Chicago Seminar Analyzes Management 
Techniques 

NOMA International Conference 

Opens May 24 


LAYOUT AND EQUIPMENT 
Paper Tells Your Story 


Staff, Tennessee Valley Authority 
Part 1 
Part 2 
Part 3 
Office Furniture Doesn’t Just “Happen” 
Today's Trends in Duplication Methods 
by Walter A. Kleinschrod 


I.B.M. Displays Latest “Brain” 
As They Do It In Belgium 
Office Stresses Home-like Atmosphere 


NEW OFFICES 

A New Office? Design It Yourselt! 
National Dairy’s Fine New Home 
Office in the Sun 

What a Dealer Can Do 

Keynote: Unity—in Southern Office-Plant 
Brown Shoe Goes Suburban 


TRENDS 
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A This “Exact-Phote-Copy” portable 
dry photo copy machine is manufac- 
tured by General Photo Products Co., 
Inc., General Photo Bldg., Chatham, 
N. J. Used in connection with an ex- 
posure unit, it uses a paper negative, 
which, inserted together with a sheet 
of transfer paper, will produce the de- 
sired copy in 15 seconds. This photo- 
copier takes paper 12 inches in width. 
It weighs 18 pounds and uses 115-volt 


AC. 


V Flexisort, a new marginal punch sys- 
tem, has been introduced by Superior 
Susiness Machines, Inc., 122 E. 42nd 
St.. New York 17, N. Y. Flexisort au- 
tomatically punches holes and notches 
cards in one operation; thus, it does 
not require the use of pre-punched 
cards. Almost any kind, size, or thick- 
ness of card stock may be used. It per- 
mits conversion of existing files into 
marginal punch cards. The dual key- 
board provides facilities for card selec- 
tion by classification, or for numerical 
o. alphabetical sorting. 
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>} The General Electric Co, of Bloom- 
field, N. J., announces that it has com- 
pletely redesigned its line of water cool- 
ers. New models require 30 per cent 
less floor space than previous models. 
The bubbler guard is now part of the 
top piece, eliminating separate installa- 
tion. Other features include improved 
styling, an anti-splash basin, and a wide 
pedal. 


> Cramer Safe Co., 1417 McGee St., 
Kansas City 6, Mo., offers its new 
“Dropository,” a fool-proof, jam-proof, 
“fish-proof” after-hours depository de- 
signed for public utilities, banks, fi 
nance and loan 
stores, etc. 


companies, credit 
It is available in bronze, 


stainless steel, and other finishes. 


New 
for the office 


> This cabinet is one of the most re 
cent in the line manufactured by Su- 
preme Steel Products, Inc., 52-84 74th 
St., Maspeth, Long Island, N. Y. The 
model shown is No. 150, which is 36 
inches wide, 18 inches deep, and 78 
inches high. Supreme Steel cabinets 
feature a clipping method of assembly. 
This principle permits shipment of 
cabinets “knocked down” in protected 
which 
transportation and warehousing. At the 
same time, the cabinets may be assem- 
bled rapidly. Cabinet finishes are baked 
on in green or grey. 


cartons, reduces the cost of 
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AA self-actuating fire extinguisher that 
is compact, self-contained, and easy to 
install is offered by the Standard Safe- 
ty Products Co., P. O. Box 2111, Lans- 
ing 11, Michigan. The unit is called 
Firetox and is hung from the ceiling on 
1 bracket furnished with each unit. No 
additional piping or alarm systems are 
required. It works on a principle like 
that of a water sprinkler, in that a tem- 
perature of 165°F melts its solder fuse 
and releases the extinguishing agent. 
In this case, however, carbon tetra- 
chloride does the work. The company 
points out that the use of carbon tetra- 
chloride avoids water or chemical 
damage, and that the agent is non- 
toxic. 


56 


A Filing costs can be cut 75 per cent by 


use of files like these, says the Vir- 
ginia Metal Products Corp., 1112 First 
National Bank Bldg., Pittsburgh, Pa. 
The company states that its vertical 
files not only cost 75 per cent less to 
install, but also increase filing capacity 
as much as 90 per cent. Every folder 
is instantly visible in its place on the 
shelf, which makes it easy to find and 
easy to replace. It is said that walking 
time is reduced and fewer clerks are 
required. The installation shown is 
that of the Guardian Life Insurance 
Co. of America. 


> Custom-built tube files for storing 
maps and tracings up to 60 inches in 
size can now be fitted to an entire 
safe or to a portion of a safe by the 
Scott-Rice Co., 610 S. Main St., Tulsa 
3, Okla. The tube file rests on a patent- 
ed rocker base which tilts forward for 
easy accessibility. The tubes can be in- 
dexed to permit the immediate loca- 
tion of any item. Scott-Rice tube files 
can be fitted to any kind of safe, includ- 
ing fire resistant types, and into custom 
built wood cabinets. 


> Smaller and lighter than a portable 
typewriter, the new Magnematic 110- 
volt portable tape recorder is designed 
to combine professional quality record- 
ing with convenience of operation in 
the field. According to the manufac- 
turer's specifications, it attains a fre- 
quency response of from 50 to 15,000 
cycles at a tape speed of 7'4 inches per 
second. It is made by the Amplifier 
Corp. of America, 398 Broadway, New 


York 13, N. Y. 
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A The Utili-Table is a new all-steel 
working unit sold by the Halverson 
Specialty Sales Co., 1219 W. Chestnut 
St., Chicago 22, Ill. Designed to meet 
the need for a compact, low-cost multi- 
purpose unit, the Utili-Table is a typ- 
ing table, desk, storage cabinet, and 
stand. It has a height of 29 inches, and 
is 32 inches wide and 20 inches deep. 
Knee space is provided by the 161%4- 
inch opening. The unit is finished in 
a neutral grey baked-on enamel. Con- 
struction is of steel. Also obtainable is 
a model with a 4-inch deep right-hand 
drawer. 
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A Designed for the use of men who 
have personal or business interests out- 
side their local time zone, this Kalex 
World Clock provides instant informa- 
tion as to the time in all parts of the 
world. The case is covered with top 
grain leather and is available in Bor- 
deaux red, teal green, or chestnut 
brown. The manufacturer is the Kalex 
Corp., 305 E. 46th St., New York 17, 
N. Y. 


AA trim-board which features a self- 
sharpening rotating wheel blade has 
been introduced by Zeus, Inc., P.O. 
Box 177, Sausalito, Calif. The wheel 
blade is enclosed in a protective car- 
riage so that it cannot chop or pinch 
fingers. The wheel travels on an I 
beam track 
ming. 


to insure accurate trim- 


p> The vinyl sun shields which have 
been widely used in automobiles to 
protect motorists against intense sun 
glare are now being adapted for appli 
cation to the window areas of schools, 
store windows, drafting rooms, and of- 
fices. Called Thermo-Glare Shields, 
they are produced by the Filterzone 
Autovision Co., 641 Lexington Ave., 
Brooklyn 21, N. Y. The shields may 
be purchased in sheet form or cut to 
window dimensions. They are avail- 
able in various colors. Made of chemi- 
cally inert, flame and _acid-resistant 
vinyl plastic, they can be affixed perma- 
nently to glass or, when desired, re- 
moved easily. 


July, 1953 


OFFICE MANAGEMENT 


¥ A typewriter eraser in the shape of a 
pencil has been introduced by the Eber- 
hard Faber Pencil Co., 37 Greenpoint 
Ave., Brooklyn 22, N. Y. This No. 11 
RE-NU paper-mated eraser is of special 
value for removing single typed letters 
without smearing. It can be used on 
originals and carbons. It is “sharp- 
ened” by peeling back a portion of the 
paper wrapping. 


F 


> Newest in the line of air treatment 
appliances manufactured by the Cory 
Corp., 221 North La Salle St., Chicago 
1, Ill., is this portable electric room de- 
humidifier, model D750A. Among its 
special features is the “In-A-Drawer” 
container, which catches water removed 
from the air and serves as an emptying 
unit. This drawer is much larger than 
or previous models. Another improve- 
ment is that the on-off switch is now 
located conveniently atop the cabinet. 
This dehumidifier is made by Cory’s 
Fresh’nd-Aire Division. 


A Rounded corners in keeping with 


modern furniture design are among 
the features of this new desk, which is 
produced by the Moss L. Dickey Corp., 
1150 Broadway, New York 1, N. Y. 
The top is of linoleum, over a special 
new-type %4-inch plywood base. The 
desk has four drawers and is finished 
in grey or green baked enamel. 


A The Grip-a-Tab tape dispenser, made 
Derby, 
Conn., is provided with a lever which 
dispenses tape in lengths of from one- 


by Derby Sealers, Inc., of 


half to four inches. The dispenser ac- 
commodates cellophane, acetate fibre, 
and other pressure-sensitive tapes in 
widths from one-quarter to one inch, 
and will also dispense labels from 


printed tape rolls. 
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VA new digital recorder, model 960, 
for high-speed permanent recording 1s 
manufactured by the Potter Instrument 
Co., Inc., Great Neck, N. Y. It is de- 
signed for use with any of the line of 
Potter counter-chronographs, frequen- 
cy-time counters, scalers, etc., and will 
record up to 150 eight-digit numbers 
per second. 


AA new kind of labeling tape, in 
which the message is protected from 
smudging or wearing off, has been in- 
troduced by the TapeMark Co., 434 
Pleasant Ave., St. Paul, Minn. The 
new tape, called “Mark-On,” has a 
transparent acetate film over the writ- 
ing surface. The message is inscribed 
with any blunt object pressing through 
the film to reproduce the message per- 
manently on the writing surface be- 
neath, 


q As many as 29,000 sheets per hour 
can be collated in sets of from two to 
eight pages by the “Gathermatic” col- 
lating machine, according to its manu- 
facturers, Thomas Collators, Inc., 30 
Church St., New York 7, N. Y. The 
company says that this electrically pow- 
ered machine is of a completely new 
and revolutionary design and can do in 
one hour what an experienced girl 
would normally do in 19 hours by 
hand. 


hei ts roe 


BETS 


A The latest product of the Royal 
Metal Mfg. Co., 175 N. Michigan Ave., 
Chicago 1, Ill., is this grey metal book- 
case with three shelves which are ad- 
justable to accommodate even the larg- 
est books or reports. The bookcase is 
made of heavy gauge steel and uses a 
minimum of floor space. 


V Vertical blinds for windows are be- 
coming popular throughout the coun- 
try, particularly in professional offices, 
according to the Vertical Blinds Corp. 
of America, 1936 Pontius Ave., Los 
Angeles 25, Calif. In addition to their 
eye-appeal, the manufacturer declares 
that the vertical blinds have a great 
advantage over horizontal types in that 
they are easier to keep clean. A recent 
survey indicated that cleaning costs are 
WG per cent less. Louvers are of water- 
proof, color-fast fabrics which are ob- 
tainable in a variety of colors. 
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VY Using the new “Fold-O-Matic” desk 
model folding machine, a girl can fold 
100 letters in less than a minute, says 
its manufacturer, Print-O-Matic Co., 
Inc., Merchandise Mart, Chicago 54, 
Ill., whereas the same work would re- 
quire 15 to 20 minutes by hand. Fold- 
ing and creasing for No. 10 and No. 
6% envelopes, and other commonly 
used folds, can be handled by this ma- 
chine. It is built of steel, and has a 
green finish. It weighs 30 pounds. 


p> The multiple handset intercom  sys- 
tem introduced by Executone, Inc., 415 
Lexington Ave., New York 17, N. Y.. 
combines facilities for confidential con 


versation with the advantages of across- 
the-room reply. Handset stations, offer- 
ing privacy, are linked to a central 
speaker-type station. 


V Draftless air circulation is claimed 
for the new “Command-Air 12,” pro- 
duced by the Commander Mfg. Co., 
4225 W. Kinzie St., Chicago. Because 
of its controlled air flow, says the 
maker, this multi-purpose fan and air 
circulator can be used on a desk with- 
out disturbing papers, A portable unit, 
ic can be placed on wall, floor, or ceil 
ing. 
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x The Telehold is a new device to hold 
a telephone against either 
shoulder, leaving both hands free. It is 
molded of black Tenite plastic, which, 
according to the manufacturer, resists 
dirt and will neither chip nor corrode. 
The shoulder piece is padded with 
foam rubber. The Telehold is produced 
by the Rans Mfg. Co., 28 N. Williams 
St., New York 38, N. Y., and is mar- 
keted by Eastman Chemical Products, 
Inc., Kingsport, Tenn. 


receiver 
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p A letter file whose front expands into 
a “V” so that letters can be easily re- 
moved and replaced without touching 
the follower is announced by _ the 
Northwest Metal Products Co, of Green 
Bay, Wisc. The company states that 
this design provides approximately 20 
per cent more filing space than is found 
in files with rigid-front drawers. It is 
claimed to save considerable time and 
effort in filing. 


A This new de luxe desk dispenser tor 
cellophane tape has just been added to 
the line of dispensers produced by the 
Minnesota Mining and Manufacturing 
Co., 900 Fauquier St., St. Paul 6, Minn. 
The new model is of all-metal construc- 
tion, finished in baked grey enamel. It 
weighs just under three pounds and is 
equipped with a bottom pad of sponge 
rubber to hold it firmly in place during 
It accommodates 4 and 
widths of tape. 
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pA new arc-swing mechanism for 
typewriter platforms has been designed 
by The Globe-Wernicke Co., Cincin- 
nati 12, Ohio, for its Streamliner 
Soundguard steel typewriter desks. 
The new mechanism, says the com- 
pany, enables a secretary to raise or 
lower her typewriter platform from a 
sitting position without tugging or 
yanking. All that is necessary is to pull 
it forward in an easy motion. When it 
s fully extended, the mechanism raises 
it upward in an arc swing into posi- 
tion. It is held there by concealed 
latches on the back of the platform. 
By pressing the release bar on the top 
of the platform, the latches are released 
so that the typewriter may be easily 
lowered, 


_— 


A The Coffield interchangeable organi- 
zation chart, which uses movable die- 
cut plastic letters, lines, and card hold- 
ers, has two new features. The job 
title cards can now be reversed, and 
the new card holders are equipped with 
frames or borders. The letters and 
other elements are movable, removable, 
and re-usable. Names may be typed on 
any standard machine. The manufac- 
turer is Management Control Charts 
Co., 1731 N. Weeks St., Chicago 14. 


60 


A This Lettergard correspondence sort- 
er is manufactured by Gardner Lab- 
oratory, Bethesda 14, Md. To its light 
weight aluminum base are riveted 26 
alphabetically stamped _ phosphor 
spring bronze metal leaves. Each leaf 
is under slight tension, to hold the let- 
ters in position and prevent them from 
dropping out. The Lettergard is used 
for alphabetical sorting of standard 
and legal size papers, including letters, 
records, and other documents. 


> Fenestra sliding steel closet doors 
tinished in a baked enamel birch grain, 
or in a grey primer, are manufactured 
by Detroit Steel Products Co., 3225 
Griffin St., Detroit 11, Mich. The door 
units, including doors, track, guides, 
and hardware, are shipped knocked 
down, complete in one carton, ready for 
installation in new construction or in 
work. The manufacturer 
states that these doors are fire-safe and 


remodeling 


can’t swell, warp, or splinter. 
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A Two new grades of index sheets 
have been added to the line of Mak- 
Ur-Own indexing supplies offered by 
The Victor Safe & Equipment Co., 315 
Fourth Ave., New York 10, N. Y. 
These are a low-priced student grade 
(illustrated) and a 
standard grade. 


medium-priced 
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1. BEAUTYRITE CARBON PAPER provides clean, clear 
original-like copies...and more of them! Beautyrite also 
offers many features which contribute to cleaner, faster han- 
dling, including a treated back for special resistance to curl- 
ing or “treeing”. You also get the convenience of Magic Spot 
Sheet Selector as well as the handy dispenser box. 


2. NYLEX (all Nylon) TYPEWRITER RIBBON... the rib- 
bon that’s super resilient, fantastically strong and extra thin. 
Because Nylex is extra thin, you get the ultimate in fine print- 
work plus the economy of greater length and longer use. For 
prestige-building letters, Nylex Ribbons are the answer. 


3. CORONET REM-MASTERS are tops in spirit hecto- 
graph duplicating masters and produce more sharp, clear, 
easy-to-read copies. The Coronet Rem-Master has many 
typing-ease features which simplify and speed preparation, 
such as Pica and Elite Scales, Safety Margins, Page Center 
Indicators, Horizontal Line Indicators and Positioning Dots. 
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4, PLASTIPLATES. . . the nearest thing to lithographic 
stone. Whether you use Direct Image, Pre-sensitized, or 
regular Photographic Plastiplates, these offset plates assure 
you high fidelity reproduction of type material, line or shaded 
illustrations...and the economy of longer runs. 


5. PROCEL STENCILS for your duplicator assure long 
runs of clear, sharp, easy-to-read stencil copies. Remington 
Rand's unique plastic coating makes preparation easy, elimi- 
nates cut-outs, and reduces type-clogging. Also available with 
your form, or other material, embossed thereon. 


Find out more about getting the best results from your 
office equipment. Write today to Remington Rand Inc., 
Room 2911, 315 Fourth Avenue, New York 10, N. Y. 


Remington. Frand. 


PROFIT-BUILDING IDEAS FOR BUSINESS 
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APSCO Changes Name 


(Continued from page \2) 


Mr. A. D. Farrell, vice-president in 
charge of sales, explained that “this 
change was necessary to more adequate- 
ly describe our present activities, which 
include the manufacture and distribu- 
tion of many products other than the 
original pencil sharpener line.” 

There has been no change in owner- 
ship or personnel of the company. The 
change of name was effective April Ist, 
1953, as a result of action by the board 
of directors. 

Apsco Products Inc. is located at 336 
No. Foothill Rd., Beverly Hills, Cal. 
In addition to pencil sharpeners, the 
company manufactures staplers, staple 
removers, and other items of office 
equipment. 


TelAutograph Taking Over 
Electrotechnic Corp. 

The TelAutograph Corp., manufac- 
turer of the TelAutograph telescriber 
and communication control systems for 
business and industry, has completed 
negotiations for the complete purchase 
of Electrotechnic Corp. of Azusa, Calif., 


according to a recent announcement 
by Board Chairman Louis R. Kurtin. 

Electrotechnic Corp. was formed in 
1950 for the purpose of research on 


electronic devices ior government use. 
It has been engaged also in the manu- 
facture of such devices and has been 
supplying equipment of this nature to 
various government agencies. 

Purchase of the facilities of Electro- 
technic Corp by TelAutograph Corp. 
will augment the research and manu- 
facturing capacities of TelAutograph 
and will supplement the electronic 
manufacturing operations of the con- 
cern. 


Reynolds & Reynolds Opens 
Dallas Plant 
R. H. Grant, Jr., president of the 
Reynolds & Reynolds Co., recently an- 
nounced the opening of a new plant in 
Dallas, Texas on May first. The new 
plant is equipped with complete manu- 
facturing facilities and will service the 
states of Texas, Oklahoma, Louisiana, 
Arkansas, and New Mexico. 
Don E. Gross, formerly of the Day- 
ton plant, is the head of the new Dallas 
establishment. 


Books and Pamphlets 


AMA Handbooks 

Among recent publications of the 
American Management Association are 
the following: 

The AMA Handbook of Wage and 
Salary Administration, which is de- 
scribed by the association as “a compre- 
hensive guide to establishing a sound 
and equitable wage and salary structure 
and keeping it up to date.” It is priced 
at $7.50. 

The Development of Executive Tal- 
ent, which bears the subtitle, “A Hand- 
book of Management Development 
Techniques and Case Studies.” The 
listed price of the book is $6.75. 

Both handbooks may be ordered 
from the American Management Asso- 
ciation, 330 W. 42nd St., New York 36, 
N. Y. 

Guide to Indexing Microfilm 
Record Systems 

“If we microfilm our records, how 
are we ever going to find anything?” 
This question seems to arise whenever 
anybody considers placing his business 


customer satisfaction. 


plete details about ..... 


Each unit, leaving our modern plant, is an example 
of Fine Styling, Dependable Construction and FULL 
VALUE, to give our dealers and their customers a 
lasting satisfaction in performance. 


If you are seeking Quality and Value see your near- 
est Jasper Chair Co. dealer or write Dept. 22 for com- 


“The RIGHT CHAIR at the RIGHT PRICE” 


By Invitation Member RICE LEADERS OF THE 
WORLD ASSOCIATION. 


Jasper Chair? 


JASPER, 


SETTING THE PACE FOR 
BETTER VALUES! 


Jasper Chair Co. Chairs are designed for the customer 
with discriminating taste for styling, durability and GOOD 
VALUE, and for the dealer who is interested in building 


INDIANA 
A modern plant manufacturing QUALITY Chairs of dependable WOOD 
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Books and Pamphlets 
(Continued ) 


records on microfilm, It is answered 
in a new 12-page management study 
prepared by the Flofilm Division of 
Diebold, Inc. 

The publishers of the booklet feel 
that microfilm filing is not complicated. 
“Actually,” they say, “the index of a 
microfilm filing system need not be 
any different from the system in use 
in practically any office in the land. 

“The key to indexing microfilm is 
in the proper use of signals and guides 
in both the photographing and in the 
storage of reels of film containing im- 
ages of original papers. Office personnel 
need learn no complicated procedures, 
using the Diebold Flofilm indexing 
outline.” 
available without 
charge to any business man, organiza- 
tion, or official upon request by writing 
to Diebold, Inc., Canton 2, Ohio, and 
asking for 4 Guide to Indexing on Die- 
bold Flofilm. 

McGraw-Hill Books 

Among the books recently published 
by the McGraw-Hill Book Co., 330 
W. 42nd St., New York 36, N. Y., are 


the following: 


The report is 


The Technique of Executive Control, 
by Erwin Haskell Schell, Professor 
of Business Management at M.L.T. This 
is the seventh edition of Professor 
Schell’s guide to techniques for dealing 
effectively with superiors, associates, 
and subordinates. It discusses problems 
of attitude and morale, executive tools 
and methods of control, and offers ad- 
vice On meeting specific types of difh- 
cult situations in personal relationships. 
New in this seventh edition is a chapter 
on the technique of executive improve- 
ment. The price of the volume is $4.00. 

Management Can Be Human, by 
Harvey Stowers, assistant to the presi- 
dent of Aircraft Industries Association 
of America, Inc. Mr. Stowers examines 
the conditions that produce harmony, 
cooperation, and production, and those 
that bring about discord and resulting 
loss of efficiency. Using actual case his- 
tories, he presents methods for improv- 
ing human relations between manage- 
ment and employees. The book is 
priced at $2.75. 

Streamlining Business Procedures, by 
Richard F. Neuschel, management con- 
sultant of McKinsey & Co. This book 
is a study of the importance and use of 
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procedures and of the planning, organ- 
ization, and administration of proce- 
dures programs. It also deals with 
methods of improving interdepartment- 
al teamwork and with problems of re- 
ducing clerical costs involved in proce- 
dures research. The book retails for 
$5.00. 

Design and Control of Business 
Forms, by Frank M. Knox, president 
of the Frank M. Knox Co., of Cleve- 
land. This volume is devoted to show- 
ing how clerical and other expenses can 
be reduced by improving the design 
and control of business forms. The au- 
thor has devised a “functional index” 


! YOU NEED THIS 
' Challenge - 
, EQUIPMENT 


PAPER DRILLS: ° 
For standard run of loose- 
rt leaf work. Also adapt- 


14 % able for variety of 
us novelty jobs. 9 styles 
ees available — hand, 


zs ; 
foot, power models. = 


N 


| Always a sharp 
clean impression; 
easy Operation. 
Full selection of 5 
styles — 5 sizes. 


a 
“3 
Mail coupon for specific information 


744B ee ee” Sy ee 


for analyzing and classifying forms; 
this index is described in the new book. 
Methods and principles are illustrated 
by use of case histories. The price of 
the book is $6.50. 

Make Your Business Letters Make 
Friends, by James F. Bender, director 
of the National Institute for Human 
Relations. Mr. Bender tackles the eter- 
nal problem of making business letters 
interesting and effective, forceful but 
friendly. In addition to discussing prin- 
ciples and methods, he provides 18 
quizzes to help the reader evaluate his 
own abilities. The price of this book 
is $3.50. 


PAPER CUTTERS: 

11 models — 7 sizes .. . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


1) 
dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


Send details as checked below 
Paper Cutters Paper Drills 


Proof Presses Paper Punches 


Name 


Full Address 
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Association News 


THE OFFICE MANAGEMENT AS- 
SOCIATION of Chicago held its last 
dinner meeting of the season at the 
Realtors Club in Chicago on May 21. 

The guest speaker was Cylvia A. 
Sorkin, Ph.D., business economist from 


“2\\ 


St. Louis. Her topic was: “We Make 
Our Own Breaks.” She suggested that 


u ‘ 
SORTING! _ the boss should not try to solve prob- 


| lems of office efficiency by checking his 


CORBIN Mail Handling equipment 
saves time —reduces cost. Used in 
the majority of U. S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 


CORBIN’S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 
woods, Shipped assembled, with hard- 
ware. 


No. 1000 
Mail Room Unit 
Capacity and arrange- 
ment as required for 
your specific needs. 


CORBIN OFFERS WIDE 
VARIETY OF MAIL 
ROOM EQUIPMENT 


* Work Tables 

* Key Cabinets 

* Storage Cabinets 
* Sorting Tables 

* Bulletin Boards 

* Portable Tables 


Send for 
Illustrated Catalog 


| Corbin Wood Products Division Dept. 10 | 

| The American Hardware Corp. | 

New Britain, Conn. 

| Please send illustrated literature und prices on I 
Corbin mail handiing equipment. l 

| 

| I 


Name 


Firm 


Address . ‘ | 


machines, but rather by restudying his 
own personality and its part in business 
relationships. 

Dr. Sorkin is active as a consultant 
and lecturer. Formerly she was a com- 
merce professor at Washington Uni- 
versity. 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York elected 
the following officers at its May busi- 


| ness meeting: 


President, Miss Beatrice G. Roach, 
of Equitable Life Assurance Society. 

First vice-president, Miss H. Rosa- 
mond Hartshorn, of General Motors 
Overseas Operations. 

Second vice-president, Miss Ruth A. 
Ramsey, of Standard Oil Co. (New 
Jersey). 

Recording Secretary, Miss Dorothy 


| Dewey, of Creole Petroleum Corp. 


Treasurer, Miss Jean Collins, of Na- 
tional Broadcasting Co, 

Corresponding Secretary, Miss Con- 
stance Morgan, of Air Reduction Co. 

Directors, each for a two-year term, 
Miss Alice Johnson, of Remington 
Rand Inc., and Miss Charlotte Willu- 
schat, of Underwood Corp. 

Directors coniinuing in office are 
Miss Anna FE. Brennan, Miss Jean 
Bruce, and Mrs. Betey McMahon. 

The new officers were introduced at 
the June dinner, held on June 8 at the 
Essex House, New York. 

The guest speaker on this occasion 
was Maj. Joel B. Guin, U.S.A-F.R., 
who spoke on the subject, “Democra 
cy’s Challenge.” Maj. Guin, develop- 
ing the idea that “new occasions teach 
new duties,” pointed out that Ameri- 
ca’s answers to its political, economic, 
and social problems are not necessarily 
suitable to other parts of the world. 

Attempts to impose them on other 
peoples, he said, often produce resent- 
ment. New approaches must be found 
if the United States is to win the battle 
against communism, which, said the 


speaker, must be countered before 
Americans have to fight it in their own 
streets. 

Observing that this country has the 
natural and industrial resources to sup- 
port the fight for democratic principles, 
Maj. Guin concluded that the answer 
to the problem of communism lies in 
whether or not Americans have the 
moral resources to fight a good fight. 

Following the program, the Records 
Management Association presented a 
check for $1,325 to the Damon Runyon 
Fund for Cancer Research, Inc. The 
gift was accepted on behalf of the Fund 
by Mr. John H. Teeter, its executive 
director. 


THE ASHEVILLE, N. C., chapter 
of the Society for Advancement of 
Management held its Southeastern 


Coming Events 


American Association of Hospital 
Accountants 
July 12-17 
Eleventh Annual Institute on 
Hospital Accounting 
Indiana University, Bloomington, Ind. 
e 
Graduate School of Business, Columbia 
University 
July 26-30 
Consumer Credit Management 
Program 
Arden House, Harriman Campus 
& 
Institut International des Sciences 
Administratives 
Sept. 6-14 
Ninth International Congress 
of Administrative Sciences 
Istanbul, Turkey 
e 
American Chemical Society 
Sept. 9-11 
Symposium: Equipment for the Prep- 
aration, Reproduction, and Utilization 
of Technical Information 
Palmer House, Chicago 
° 
Controllers Institute of America 
Sept. 27-30 
Twenty-Second Annual Meeting 
Hotel Statler, 
& 
National Institute of Governmental 
Purchasing, Inc. 
Nov. 8-11 
Eighth Annual Conference and 
Products Exhibit 
Netherland Plaza Hotel 
Cincinnati, Ohio 
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Association News 
(Continued) 


Spring Conference in May at the Bat- 
tery Park Hotel in Asheville. Partici- 
pating chapters were those from Ashe- 
ville; Atlanta, Ga.; Birmingham, Ala.; 
Charlotte and Greensboro, N. C.; 
Greenville, S$. C., and Nashville and 
Knoxville, Tenn. 

Speakers at the conference included 
H. K. Hallett, vice-president and gen- 
eral manager of the Kendall Co., Char- 
lotte, N. C., and president of the Amer- 
ican Cotton Manufacturers Institute; 
Henry E. Ford, director of develop- 
ment, E. I. du Pont de Nemours; Rev. 
Clifford H. Peace, R. J. Reynolds To- 
bacco Co.; John B. Joynt, manager 
of administrative engineering, Ameri- 
can Enka Corp.; M. S. Wigginton, 
vice-president and director, General 
Shoe Corp.; Earl Cocke, Jr., former na- 
tional commander of the American 
Legion and assistant to the president, 
Delta Air Lines; Frank Middleswart, 
supervisor of management engineering, 
E. I. du Pont de Nemours; Ben Gra- 
ham, Standard Register Co.; Alvin 
Wingfield, Jr., manager of the Royal 
Typewriter Co, at Charlotté; and Flem 
Winders, director of industrial rela- 
tions, Tennessee Eastman Corp. 

A round table discussion of “Prob- 
lems in an Expanding Industry” was 
moderated by Dean Thomas Carroll of 
the School of Business Administration, 

University of North Carolina, 


THE REGULAR monthly dinner and 
meeting of the Transcription Supervis- 
ors’ Association of New York was held 
a: Whyte’s Restaurant in New York 
on June 8. J. Francis Canny, Director 
of Personnel Management of McKin- 


sey & Co., spoke on the subject of “In- 


doctrination and Instruction.” Follow- 


ing the program, the following officers 


were elected: 
President, Elsie M. Kaiser, of United 
States Rubber Co. 


First vice president, Theresa C. 
Landquist, of EBASCO Services Inc. 
Second vice president, Loretta F. 
Spacek, of Bell Telephone Laborator- 


ies. 
Corresponding secretary, Anne M. 
Matthews, of J. P. Morgan & Co., Inc. 
secretary, Beatrice M. 
National Industrial 


Recording 
Barrett, of the 
Conference Board. 

Treasurer, Edna M. Ness, of Otis 
Elevator Co. 
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Assistant treasurer, Marjorie M. Tay- 
lor, of Remington Rand Inc. 

The Association recently voted to 
donate $300 from the proceeds of its 
annual bridge to the Rheumatism and 
Arthritis Foundation. 


People in the News 


ROBERT N. WOOD has been elected 
vice-president of Esterbrook Pen Co., 
Camden, N. J., according to President 
Sidney E, Longmaid. 

Formerly a vice-president in charge 
of sales, Mr. Wood has now become a 
general officer of the company. His 
new responsibilities include all phases 
of the company’s operations. 


“In My 18 Years in Business — Never 


HERBERT P. BUETOW has become 
president of Minnesota Mining and 
Manufacturing Co., moving up to that 
position from the ex- 
ecutive vice-presi- 
dency in charge of 


finance. 

Mr. Buetow is a 
native of St. Paul. He 
is president and a di- 
rector of the First 
Merchants State 
Bank and a director 
of the First Trust 
Co., both of St. Paul. He has also been 
a member of the Minnesota Governor's 
Advisory Council on Unemployment 
Compensation since 1945, 


7 
th 
Herbert P. 

Buetow 


Richard P. Carlton, the outgoing pres- 


Anything like Clary’s Ease of Operation” 


William H. Cluse 


Prominent Business Machine Dealer 
of Binghamton, New York. 


“I've never seen an adding machine 
get so popular as fast as Clary has. 
And the reason is simple: all-electric 
Clary gets figure work done faster. 

“Here’s why Clary can do your 
work faster. First, Clary is brand new 
in design from the desk up — not an 
outmoded hand machine with an elec- 
tric motor added. Clary has the world’s 
fastest rotary printing mechanism, 
spins out items at the amazing rate of 
188 items a minute. 

“And Clary controls and keyboard 
are so simple to read and use that even 
beginners can take full advantage of 
Clary’s mechanical speed. Thumb Add 
Bar lets operators enter entire items in 
one stroke instead of 4 or 5. Each fully- 
motorized control bar serves only one 
function and is plainly marked. 

“And Clary’s Hand Span Keyboard 
is laid out simply like a familiar ledger 
page. There are no trick “systems” to 
learn with a Clary. 


“Allin all, Clary’s speed and ease of 
operation let operators do your figure 
work in just about half the time of av- 
erage machines. Think of the money 
you'll save with a Clary! 

“Try the quiet, beautiful Clary in 
your office or store. Place it next to 
one of your present machines and see 
for yourself how much faster Clary 
actually gets the work out! Just fill out 
the coupon or look for the name of 
your nearest Clary dealer in the phone 
book yellow pages” 


ro 
| CLARY Multiplier Corporation, 
l Dept. OM-73 

| San Gabriel, California 

| Please send me immediately full information 
| about the low-cost Clary Adding Machines 

| Name 

Address 

| City ( ) State 
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People in the News 
(Continued ) 


ident, had asked to be relieved of the 
presidential duties for reasons of health, 
Mr. Carlton now becomes vice-chair- 
man of the executive committee. Board 
Chairman William L. McKnight 
stated: “In his new assignment Mr. 
Carlton will be free to continue his 
interest in research and product de- 
velopment, the areas in which he first 
distinguished himself, and in which 
he has made his greatest contributions 
to the company.” Mr, Carlton will also 
continue as a member of the board of 
directors and of the finance committee. 

The company also announced the 
election of Dr. H. N. Stephens as vice- 


When a duplicating job jumps 
the rails — and the paper starts 
wrapping itself around the roller 
with a machine-gun clatter — 
resist the temptation to feed the 
operator into the hopper. 

It’s not her fault — and it very 
possibly is the fault of the paper. 

You see, the tendency of paper 
to cling to the roller is caused by 
static electricity — just like the 
magnetism a comb picks up when 
it’s rubbed vigorously. And, in 
paper, the effect of static elec- 
tricity is reduced tremendously 
by paper with the correct mois- 
ture content. 


president in charge of central research. 
Dr. Stephens has been in charge of the 
central research laboratory since 1937. 
From 1927 to 1937, while an assistant 
professor of chemistry at the University 
of Minnesota, he was a research con- 
sultant to the company. 


BRUCE B. BRAYTON has been ap- 
pointed to the newly created post of 
sales promotion manager of the Scovill 
Manufacturing Co. He will be located 
at the Oakville, Conn., headquarters. 

Mr. Brayton has been with the com- 
pany since 1937, when he joined the 
Oakville Company Division. Since 
1947 he has been in the Chicago sales 
office. 

In his new position, Mr. Brayton 
will be responsible for training, promo- 


DONT STAND FOR 


All Eastern papers are moisture- 


controlled by scientific tests to make 
absolutely sure that the just right 
moisture content is maintained in 
every ream. The result? Smooth 
running, better looking duplicating 
jobs time after time. 


wrap-around is plaguing 


you, try one of these special 
moisture-controlled Eastern 
papers: 


Atlantic Duplicator, Atlantic 


Bond, Atlantic Mimeo Bond, At- 
lantic Opaque, Manifest Dupli- 
cator, Manifest Bond, and Mani- 
fest Mimeo Bond. For sample 
packets or sheets, write: 


mys 


ATLANTIC BOND Pures PAPER Ly 


MADE BY EASTERN CORPORATION * BANGOR, MAINE 


Easteen 
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tion, and other work in connection 
with sales. 


MRS. EBERHARD LOTHAR FA- 
BER, of New York City, has been 
elected a vice-president of the Eberhard 
Faber Pencil Co., it 

a was announced by 

' President Louis M. 

Brown. Mrs. Faber 
is the widow of the 
grandson of Eber- 
hard Faber, who 
founded the company 


in 1849. 
Mrs. Eberhard She 
L. Faber 


has been a 

member of the board 
of directors since 1949 and has been in- 
creasingly active in management af- 
fairs in recent months. In her new ca- 
pacity, Mrs. Faber will serve as a mem- 
ber of the management committee and 
will assist in the general management 
of the business. 


ERIK A. OHLSSON, president, and 
L. W. Wilkens, chairman of the board 
of Facit, Inc., sole American distribu- 
tor of Swedish-made 
calculators and Odh- 
ner adding machines, 
have been elected 
members of the board 
ot directors of the 
Swedish Chamber of 


Commerce of the eS 


Their nomination Erik A. 
Ohlsson 
was announced here 
by Alex J. Pagel, president of the Swe 
dish Chamber, which includes hun- 
dreds of business organizations here 
and abroad. 

Mr. Ohlsson has been associated with 
Facit’s parent organization, Aktiebola- 
get Atvidabergs Industrier, of Stock 
holm, for the past ten years. He di- 
rected South American sales of the 
Swedish manufacturing company’s ex- 
port products—business machines and 
office equipment—before taking charge 
of the new United States branch in 
1951. 

Mr. Wilkens, in addition to serving 
as Facit board chairman, is president 
and general manager of Johaneson, 
Wales & Sparre, Inc., New York im- 
port and export firm. 


JON W. SIMPSON has resigned as 
advertising manager of The Emeco 
Corp. of Hanover, Pa., to join the Wil- 
liam B. Kamp Co., Lancaster, Pa., ad- 
vertising agency. 
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Here’s How 
Linen Supply Works... 


You buy nothing ... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets. pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels and 
uniforms. Quantities can 
be increased or decreased 
on short notice. Local 
service listed in your 
classified book under SER- 
VILINEN, LINEN SUPPLY 
or TOWEL SUPPLY. 


is 


Fairtax-Towels 


GEYER'S TOPICS for July, 1953 
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A PRODUCT OF WEST POINT MANUFACTURING CO. + WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW 
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els used by the Pittshurgh headquarters of 


Kop rs Company, Ine., are supplied by Eaale Linen Service. 


| fj” for Maximum Comfort and Sanitation 
Koppers Provides its Employees with Cotton Towels” 


e Engineering and construction is the business of Koppers 
Company, Inc. of Pittsburgh. Known throughout the world 
for their design and construction of gas apparatus, coke 
ovens and steel plants, they also produce chemicals, roofing 
and paving materials and many other products and services 
for industry. Koppers management believes its employees 
are entitled to the extra comfort afforded by soft, absorb- 
ent cotton towels. They know, too, that cotton towels help 
keep washrooms tidy and save on maintenance costs. At 
Koppers you'll find individual, grommet and continuous 
cabinet-type towels in use. 

Whatever your towel problem ... whether you operate 
a factory, institution, office or store... you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. Cotton towel service is economical, 
it’s efficient and it’s a sign of good management. 


Clean Cotton Towels... 
Sure Sign of Good Management 


YORK 13 
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aluminum 
chairs 


CHEERS FOR CHAIRS 


Have you ever stopped to think that of all office 
equipment, only the chair is an active mobile thing 
that must conform to the physical habits and proper- 
ties of the user? 


This means that proper seating is necessary in keep- 
ing over-head costs down by maintaining peak effi- 
ciency of your office force. 


FINE-REST Aluminum Chairs are designed to do 
all this and to beautify your office as well, at a moder- 
ate, self-liquidating cost. It would pay you to write 
us for the name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating’ 


ALUMINUM SEATING 


17 8. CHERRY STREET °« 


Good health is good business 
(From page 18) 


At this closing interview the prospective employee is told 
what his condition is, and if any kind of remedial work is 
indicated, he is advised to see his family doctor. In the very 
rare instances where he is found to be suffering from some 
illness which will prevent his employment in any capacity 
by the company—active tuberculosis—for instance, he is 
told why his employment is medically not possible and what 
should be done about his condition. 

The results of the examination are available to manage- 
ment (this is one instance where medical findings are re- 
vealed to other departments; the prospective employee is in- 
formed beforehand that this will be done), not in the form 
of medical diagnoses, but in the form of graded health classi- 
fications. 

“Employee selection is a team operation in which the 
physical ability to do the job is weighed along with all the 
other factors of personnel selection,” Dr. John J. Poutas, 
Lever brothers medical director puts it. 

Conditions which are controllable are also noted at the 
time of the placement examination. Thus, a diabetic may 
be perfectly acceptable for employment provided the medical 
department can be assured he is under competent medical 
treatment. This information and assurance can only be ob- 
tained by a company medical department talking with the 
prospective employee and checking with his family doctor. 

“Lever Brothers doesn’t turn down anyone simply because 
he is physically sub-standard,” Dr. Poutas said. “We must 
determine, however, that the prospective employee is capable 
of doing his job efficiently and safely with no detriment to 


his health.” 
Objective: early diagnosis 


Once the employee has been hired his involuntary contact 
with the medical department is finished. Nor will any spe- 
cific information regarding his health be available to any 
department of the company except the medical section. But 
his original medical record, if any condition indicating fur- 
ther checking for his protection has been noted, has been 
tagged, and on every subsequent visit he makes to the medic- 
al department for any reason, that particular condition will 
be checked on, just as it would by his own family doctor if 
he visited him. In certain cases where the record is tagged, 
the medical department takes the initiative on follow-up— 
but still on a voluntary basis. 

The basic objective is early diagnosis and the stimulation 
of the employee to seek early treatment when it is indicated. 

Periodic health examinations are also open to employees. 
These are, like everything else in the medical department, 
following the first interview, completely voluntary; there 
is no pressure on the employee to take the examination. But 
the majority of employees, knowing that a thorough exam- 
ination is available, and knowing that whatever is discov- 
ered wil] be treated in a confidential manner, take advan- 
tage of the opportunity for periodic check-ups. 

The medical services offered are mainly diagnostic; the 
medical staff will not treat patients: that is the function of 
the patient’s own doctor. But through this general supervi- 
sion of the employee's health picture, they are in a position 
to warn him when he should see his own doctor. And, be- 
cause so many people will drop into the company medical 
department when they are not feeling just right while they 
would not visit their own doctor for the same reason, ill- 
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Ts DO YOU 


Do you desire the Best in Specials? 
For example: 


¢ Carbon sewed in Binders 
Carbon for Ozalid systems, for Duplicating Systems 
Opaque Ribbons for Photography 
Carbon Ribbons for |.B.M. or other machines 
Carbon in School Folders 
Sharp, Clean Carbon for Accountants’ Balance Sheets 
Varityper Carbon 
Ribbons or regular Typewriter or Pencil Carbon 
Silk Ribbons 
Nylon Ribbons 


_Addressograph, Tabulating, Teletype, Checkwriter 
Ribbons for |.B.M., Interpreter, Printer, Bank 

Proof or Executive machines 

Ribbons for Offset work, Laundry Marking Ribbons 
Opaque ribbons for Blue Print, Stencil cutting ribbons 
Checkwriter ribbons, Speedaumat, etc. 


Whatever you use, the Kee Lox Mfg. Co. is known as 
Headquarters for all special widths or lengths of 
inked ribbons. 


WRITE 


or any of its 32 Branches in the larger Cities of the U. S. A. 


Special Export Prices for orders shipped abroad. Agencies open 
in Foreign Countries. Write, attention Export Dept., Rochester 
I, N.Y., U.S.A. 


PURCHASE OFFICE SUPPLIES? 


KE E : OX, Mfg. Co. ,Rochester 1, N. Y. 
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Correct 


Mistakes in Any Language. 
praise them—buy them. 
results. 


own particular erasing meeds, at your stationer’s. 


121 ELLIPTIC. soft gray 
eraser in handy elliptical 
shape for pencil or ink 
erasures on all types of 
work. 


Evuipric 121 
Wheldon RoGells Gransn 
on 


E IN NEWAR? 


_ 


USA 


440 GREEN GLO. soft, 
smooth, pliable eraser in at- 
tractive green color for pencil 
erasures and cleaning work. 
Features the ‘'stubby"’ shape 
with beveled ends. For office 
drafting, art, school and gen- 
eral use. (Large size, NO. 441) 


Uildon Roberts Groner 


( G re en G low 
E: 440 sa 


310 CORALINE. 


Soft pink erasers for 
pencil work and 
cleaning. Bias-bev- 
eled ends for single 
letters; broad surface 


NEWARK. Y 


nave SS” 


CORALINE 3/0 


ieldon Rogers 


for cleaning large 
areas. (Large size, 
No. 315) 


JET ERASER. Convenient, cylindrical stick eraser in attrac- 
tive, transparent plastic holder. Top unscrews so eraser stick can 
be moved outward. Red rubber for pencil erasing, gray rubber 
) for ink. Pocket clip style for general use. Brush whisk style 


for typists. Refills, Tops for typing, accounting, drafting, pro- 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


When Greek writes Greek, there’s no mistake from Alpha 
to Omega that can’t be swiftly smother away the best way— 
the story’s the same the world over: Weldon Roberts Erasers 
People everywhere 
Don't be without these finest erasing 
Buy Weldon Roberts Erasers, in styles to suit your 


nesses which do not give severe or obvious warnings can be 
caught at a stage where they can still be handled, 
This again illustrates why the confidence engendered in 
the employee is the most important requisite of a good com- 
pany health program—because it is only as the employee 
feels completely free to drop in to see the doctor when he 
is not feeling too well that the program can be most fully 
effective in its most important phase—preventive medicine. 
What about absenteeism? How does a company medical 
program operate in this instance? z 
Many supervisors believe chronic absenteeism is a wilful 
thing, rather than a result of any real illness. Industrial phy- 
sicians do not always agree. Absenteeism has a cause in 
| most cases, they believe. It may be a physical illness—the 
| simplest explanation and the most obvious one, It may be 
a difficult outside situation. It may be an intolerable situa- 
tion within the office. Whatever it is, the real cause is most 
apt to be found within the doctor’s private office. 
Does this mean that an employee who is absent far above 


average is sent for by the medical department and examined 
for illness? 


That would destroy the whole basis which the program 
must have to be effective, medical specialists agree. As long 
as there is any degree of compulsion on the part of the doc- 
tor to make the individual come see him, the individual will 
not talk with the complete frankness which is essential if 
any result is to be obtained. 

This does not preclude the employee who is absent too 
often from being advised by his immediate supervisor to go 
| see the doctor. That is a totally different situation and cre- 
| ates no resistance against the doctor himself. The physician 

then in talking over with the employee the reasons for his 
| absenteeism can often solve the whole problem. 


Factors causing absenteeism 


There are other factors which can lead to being absent 
too often, however. It may be that the employee’s job is too 
demanding, not for his physical health, but for his nerves. 

| Here the doctor can discuss the whole situation freely with 
the employee—something no representative of management 

could do with an employee nervous about his position— 

and possibly suggest ways in which the tension could be 

| reduced, or even that the employee might do well to seek 

| reassignment. In any event, at least the employee knows 
for the first time what is wrong, and has a chance to « 
something about it. 


lo 


The worst situation of all, many doctors report, is the 
condition where not the employee but the boss is at fault. 
Often industrial doctors build a clinical picture of a man 
or woman whom they may not have seen in their offices for 
years through the ailments of the man or woman working 
under him. The employees are not the sick ones—the man 
they work for is. This type of situation, fortunately, is one 
of the few times industrial medicine faces an almost total 
impasse. The supervisor or section head is under no more 
compulsion to come talk to the doctor than is anyone else 
in the company, and so he cannot be advised unless he seeks 
help. Similarly, the doctor’s records are sealed by the same 
code here as in the case of any employee known to be ill; 
the physician cannot go to management and inform them 
that it is not the employees in such and such a department 
who are in a bad way; it is the department head. 

These situations, fortunately, are the exception rather than 
the rule: usually there is some far less abstruse reason for 
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chronic absenteeism, and far more hope of clearing up 
the situation creating it. It may take treatment by a doctor 
on the outside; it may simply take some sound advice by 
the industrial doctor in his talk with the employee. The 
records are very clear on the results, however: when a com- | 
pany institutes a good medical program, its absenteeism rate 
drops sharply. 

Too often, such thorough programs are restricted to large , 
companies with a great many employees, however. Too | 
many executives in smaller firms acknowledge that a medical 
program is an excellent idea, and that it can save money as | 
well as benefit employee welfare in large companies, but 
take the attitude that they could not possibly finance such a 
program within their own concern since there are not 
enough employees to justify a medical staff. 

Lever House, for example, has 1,200 office employees, and 
its efficient medical service is given by a staff consisting of 
the medical director, who is responsible for similar activities 


in Lever Brothers plants; one part-time assistant physician; 
a registered nurse; and a medical secretary who is also a 
registered nurse. A minimum medical staff for any com- 
pany would be one full- or part-time doctor and one regis- 
tered nurse, and so the ratio of medical staff to total num- 
ber of employees would change very radically in a small 
office of 100 employees or less. How could the small com- 
pany possibly finance a medical program? 

This viewpoint seems valid on first examination, but new 
practices make it entirely possible for the small office to 
offer the same protection to staff members given by giant 
concerns, even though it is perfectly true that a small com- 
pany cannot employ both a full-time doctor and a full-time 
nurse economically. 


There are two solutions. 

Many small companies make an arrangement with a near- 
by general practitioner, paying him a retainer fee either to 
come to their offices for an hour or so a day, or permit them 
to send employees to his office for examination and diagnosis. 

This system, though, has certain disadvantages, many 
leading industrial physicians believe. The private doctor, as 


his own individual practice grows, may have a ten 
dency to give precedence to his own patients over company 
personnel. He will have comparatively little chance to be- 
come acquainted with the company and the special prob- 
lems it faces, which might affect the employees’ health. The 
fact that he is in general practice will mean that he will not 
be available at many times. 


A newer method, first developed among small factories, 
which most industrial specialists believe is preferable, is for 
a group of small offices engaged in generally similar activi- 
ties and located relatively near each other, to set up a joint 
medical department, with a full-time doctor and nurse, and 
the necessary equipment. Here they will have the benefit 
of services that are constantly available; the doctor, dealing 
exclusively with employees and executives of the sponsoring 
companies, will have the opportunity to develop the warm, 
personalized doctor-patient relationship which is so impor- 
tant, and he also will have the opportunity to become thor- 
oughly familiar with the personnel and problems of the 
particular companies he is serving. 

Under this system, there are very few offices that are too 
small to afford a complete and effective medical program, 
with all its attendant benefits: benefits which are reflected 
not only in the lives of its employees but in the profit and 
loss statements of the business. (To page 72) | 
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HAS ONE TOO 
With their TWO-PLI-TOP FOLDER 


Saves space and money 


eeeeny 
nant The top edge and tab of 
Smead's TWO -PLI-TOP 


¢? 2 

4 folders are reinforced by 
a turning over and glueing 
rs on extra inch of stock. 
| \ This gives a smooth, 
rolled non-cutting edge 

7 of double strength at 
& the points of great- 


est wear. Made of 

+ rigid, close knit manila 
4 fiber. A medium-weight TWO- 
‘> PLI-TOP FOLDER of 91/2-point thick- 


ness actually provides 23 points of thick- 
ness at the tab— more than twice that 
of a standard single top heavy- 
weight 11-point folder. 


NOTE THIS CONSTRUCTION! Py 


9\/2 points of paper folded over and glued— 
with 4-point thickness of glue gives 23 points 
of strength at the place of greater wear. 


Smead's TWO-PLI-TOP folders, medium 
heavy-weight 9/2 -point 2/scut tabs(illustrated) 
cost approximately$.90 per thousand less 
than standard single top heavy-weight 11- 
point folders. 

Smead's TWO-PLI-TOP folder with its round- 
ed corners is a better folder than the standard 
single top because it is double at the point 
of greatest wear (the tab). Tabs will wear 
longer and the rolled edge eliminates cuts 
and scratches of file clerks’ fingers. 


One thousand 9'/2-point TWO-PLI-TOP folders will take 
up 3 inches less space in a standard drawer file than will 
be taken up by one thousand 11-point standard single 
top folders because the TWO-PLI-TOP is above corre- 
spondence height. 


Write us today for a free THE 

somple of Smead's TWO- 

PLI-TOP folder. Always use 

a system folder—"'lt permits 


growth as needed." 


MANUFACTURING CO. 
HASTINGS, MINNESOTA LOGAN, OHIO 


Send us a free sample of Smead's TWO-PLI-TOP 
FOLDER. 
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But management, planning to inaugurate a program for 
the first time, must bear in mind the cautioning edicts of 
the industrial medicine specialists—the two cornerstones 
of an effective program are the inviolability of the doctor- 
patient relationship, and the voluntary nature of that rela- 
tionship. No matter how much it may go against the grain 
for top executives to know that there are certain records 
within their own concern which they do not ever see, it is 
only as they realize the reasons for this privacy and accept 
them that their program will really produce its most impor- 
tant results. 

Dr. Leo J. Wade, medical director for Esso Standard Oil, 
summed it up in a speech at a recent luncheon meeting of 
the Office Executives Association in New York. 


Emphasizing that a medical department forced to reveal 
confidential findings to management could never gain em- 
ployee cooperation or trust, and so could never achieve its 


for ; 7 / a most important mission, he said: 


l ONG * : eo: “We must remain doctors, not detectives.” 


aF 
service J 6; AMA meets, elects officers 
CARE AND FORESIGHT equal to that given to the de- 
i sign of new equipment or a new factory should be devoted 
", 


to the development of executive personnel within a com- 
pany, Virgil K. Rowland, of the Detroit Edison Co., said 
at the General Management Conference of the American 
Management Association, held in New York in June. 


There are too few opportunities in American business for 


young executives to acquire an overall view of business prob- 
lems, and too many essential leaders are being sacrificed to 
overwork in middle years, warned another conference speak- 

Lt. Col. Lyndall F. Urwick, British management con- 
sultant, 


One solution for these twin problems suggested by Col. 
Urwick: increased use of the staff assistant by top executives. 
Such an assistant would not have authority of his own, but 
would represent his chief's authority. Greater use of such 
staff assistants, Col. Urwick pointed out, would relieve the 
pressure on top executives, and simultaneously give the 
younger men a broader grasp of the business. 


New vice-presidents elected at the June 17-19 conference and 
their divisions are: Daniel M. Sheehan, Monsanto Chemical 
Co., St. Louis, for finance; A. A. Stambaugh, Standard Oil 
Co., (Ohio), Cleveland, for general management; Henry 
Anderson, American Broadcasting — Paramount Theatres, 
New York, for insurance; J. Keith Louden, York Corp., 
York Pa., for manufacturing; and Wayne J. Holman, Jr., 
Chicopee Mills, New York, for marketing. 

AMCO's h ‘a woted A new office, vice chairman of the executive committee, 
beeoklet prerqpsi:.. |. “es will be held by Keith S$. McHugh, New York Telephone 
Southwestern cons ands. | Co., New York. 


New directors elected for three-year terms at the confer- 
ence are: S. M. Finlayson, Canadian Marconi Co., Montreal; 
Joseph M. Friedlander, Jewel Tea Co., Barrington, IIL; J. 
Hugh Jackson, School of Business, Stanford University; Ed- 
gar Kobak, business consultant, New York; H. N. Mallon, 
Dresser Industries, Inc., Dallas, Tex.; A. L. Nickerson, 
Socony-Vacuum Oil Co., Inc., New York; Paul H. Schind- 
ler, Youngstown Sheet and Tube Co., Youngstown, O.,; 
Hoyt P. Steele, Benjamin Electric Mfg. Co., Des Plaines, 
Ill.; and James D. Wise, Bigelow-Sanford Carpet Co., Inc., 
New York. 
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Swiss office machines will be 


introduced August 1 ' Make 
Your 


A new line of adding-figuring-calculating machines, mar- 
keted under the trade name ULTRA, will be introduced in 
this country August 1. Manufactured by the Oerliken 
Machine Tool Works, Buehrle and 
Company, Zurich, Switzerland, the Department 
machines have been in use in Europe 
and South America for several years. 

To develop and market the new 
line of machines, which are precision 
made and feature the ten-key key- 
board, the manufacturers have ap- 
pointed H. L. Barnhart general 
manager and director of sales for 
the ULTRA Division, Oerliken Tool 
and Arms Corporation of America, H. L. Barnhart 
Asheville, N.C. 

Mr. Barnhart has since 1945 been regional branch man- 
ager of Underwood Corporation’s Atlanta Regional terri- 
tory. Like 

The new General Manager visited the manufacturers’ 
plant in Zurich last month, to familiarize himself with the 
line, and to plan introduction of ULTRA in the United 
States. The machines will be distributed in this country 
from the Oerliken plant in Asheville, which will also manu- 
facture precision electronic instruments and devices in addi- 
tion to serving as headquarters for ULTRA service and sales 
facilities. 
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Envelope deposit unit offered 


TVSS, a new envelope unit permitting banks to offer ® 
safe deposit facilities to their customers at lower rates than 
are standard for safe deposit boxes, is being offered to banks 


on a franchise basis by the Treasur-Vault System of Safe- 
keeping, One Metropolitan Ave., Bellmore, N. Y. Ww ki Cc 
First developed as a service for banks, to offer their cus- ar ing rayon 
tomers a safe and inexpensive means of storing defense | 
bonds, TVSS has been expanded to permit storage of per- | There's an efficient, foolproof STAONAL crayon for every purpose 
sonal papers of no monetary value as well. —shipping, receiving, pricing, assembling, warehousing, inven- 
A compartmented numbered envelope is assigned to the torying. Or if you need a special kind, tell us your problem—we're 
customer in banks using the Treasur-Vault System. The used to solving every kind! 
customer deposits vital documents and records in one section 
of the envelope; bonds in the other. The envelope is then 
double-sealed by the customer, who signs his name across 


STAONAL marking and checking crayons are gritless, waterproof, 


permanent, or semi-permanent, as required. 


both seals, and deposited by the bank in its vault. The For checking purposes . cee aesessSTAONAL No, 1 
customer receives an identification card from the bank which For marking china, tin, etc ..... STAONALI CT 
carries the same number as his deposit envelope, and signs For general marking and shipping .....STAONAL No. 2 
it in the teller’s presence. At any time he wishes to with- Fer nans eee ae + 
For marking leather, fabrics .....-STAONAL No. 5 
For marking rubber ..... 6.660600 e0 0000 ese ees STAONAL No, 11 
For marking wet or dry lumber .. .SSTAONAL No, 29 


draw his envelope from the vault, he can do so by pre- 
senting his card, and signing a receipt. 

The envelope cannot be opened without destroying the 
seals, so customers have the same assurance of privacy and 


safety for their papers given by conventional deposit boxes. SEND FOR FREE 


Customers of banks offering TVSS pay $1 a year for the illustrated marking BINNEY & SMITH CO. 
service, and are required to pay a fee of 50 cents whenever | crayon price sheet 41 E. 42nd St. New York 17, N. Y. 
they open their envelope, destroying it in the process, and to Dept. TOM 


- Celebrating 50 years of CRAYOLA! Leadership 
then re-deposit papers in a new envelope. 
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The Acco Renee 
in Accopress Binders 
bold from 2 to 2000 
sheets. Capacities 
from 1 to 6 inches. 


ACCOPRESS 


— BINDERS 


Accopress Binders are the economical loose leaf—or 
permanent—means of binding all your business 
papers. Made of fine pressboard. Long in life. Low 
in cost. Stack flat. They insure permanent safety for 
all records,—letters, orders, contracts, invoices, re- 
ports, etc. Choice of many styles and sizes. Ask your 
stationer. 
ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


ACCO FASTENER 


PRINTED FORMS 
Specialists 


4 STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
V STYLE 1-TIME CARBON 
FORMS 


For bookkeeping machines 
of all mokes 


PRINTED FORMS OF 
EVERY TYPE 
e 
Over 33 years of know-how and 
a complete modern plant for 
speed and intelligent service. 


Snap-free or pull-out style 


Write for quotations today 


We not only SELL... but SERVE a1 welt / 


ESTABLISHED 1920 1 


HYGRADE 


. PRINTING é STATIONERY CO. INC. 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 
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Two booklets on paper offered 


Two unusually interesting booklets for office reference use 
are being sent on request by the Parsons Paper Co., Holyoke, 
Mass., makers of cotton fiber papers, to executives who wish 
to keep up with office paper trends. 

They are How to Design a Letterhead and Papers and 

Index Cards. 
” How to Design a Letterhead is done in the form of a 
portfolio featuring an article by Lester Beall on that subject. 
In this article Mr. Beall, noted graphic arts designer, gives 
concisely and in non-technical language a compendium of 
information and suggestions on the modern letterhead—its 
philosophy, the principles which should govern its design, 
and the choice of paper stock. 

“The letterhead should be an indication of the basic per- 
sonality of the company rather than a tip-off on the eccen- 
tricities of the management,” says Mr. Beall, appealing for 
more intelligent consideration of the public relations as- 
pect of the letterhead. 

Mr. Beall illustrates the many points in letterhead design 
he emphasizes by reference to a varied collection of actual 
letterheads for many types of businesses, which come in a 
pocket of the portfolio. 

Paper and Index Cards is designed to help office people 
to select the proper kinds and grades of paper and index 
cards for records of varying degrees of importance and fre- 
quency of use. 

The different grades of Parsons record-keeping-papers as 
well as bond papers for stationery, documents, and record 
forms are featured. 


NOMA conference report— 


(From page 31) 


to Harry J. Volk, of Los Angeles, vice president in charge 
of Western operations for the Prudential Insurance Com- 
pany of America. The presentation was made by R. P. 
Brecht, of the University of Pennsylvania. 

A former member and director of New York’s NOMA 
chapter, Mr. Volk served during the war as divisional chief 
of the U. S. Strategic Bombing Survey. The Fellowship 
certificate presented to him at the banquet cited him as, “A 
leader of men, a planner, a teacher and an authority in the 
practices of management, he continues to inspire those with 
whom he is associated. Bearing with grace the high achieve- 
ments he has won, he has earned the highest respect and 
admiration of his colleagues.” 

Dr. Peale, in the main speech of the evening, urged the 
audience to develop the habit of positive thinking, declaring 
that accomplishment is largely a matter of assuming that 
the thing desired will be accomplished. He attributed much 
of the nervous tension which plagues Americans today to 
needless worry and negative thinking. 

At the close of the banquet a dance was held for delegates 
and their wives. 

The final business session of the conference held on 
Wednesday morning had a panel of three speakers, who dis- 
cussed “How to Organize an Office Methods Program.” 
The three experts, N. O. Couvillon, head of the printing 
standards department, Esso Standard Oil Company, Baton 
Rouge; Charles O. Libbey, head of the Office Methods Staff, 
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Miss Leta S. Harvey, formerly of Globe-Wernicke Co., and 
Homer Harrison, of Kenneth H. Ripnen Co., were pre- 
sented with the NOMA Leflingwell Merit Award by the 
Office Executives Association of New York at the group's 
May dinner. Miss Edith Harper made the presentation. 
Mr. Harrison, a former president of New York OEA, is at 
present taking a few months’ vacation at his home, 44 W. 
44th St... New York City. 


Authority; and James Greenwood, assis- 
tant secretary, Massachusetts Mutual Life Insurance Com- 


Tennessee Valley 


pany, Springfield, Massachusetts, each spoke on specific as- 
pects of a methods program. 

Urging the audience to throw out all non-essential forms, 
and re-design those that are left, Mr. Couvillion said that 
office forms designed with care could give a saving of 25 
to 75 per cent on paperwork. 

Forms can “run away” with an office unless a tight control 
is kept on them, he warned the delegates, and said that it 
was a common mistake today to assume a form could solve 
any problem, when often a review of procedures is required. 

“Something can be done about all this red tape if you 
install a forms control program,” he declared. “Find out 
how many forms you have in your company. 

“After they're all in, find out what happens, where it 
happens, and when it happens—to each form.” 

From this point on, forms control is simple, he promised 
the group, if all forms that do not perform a vital function 
are eliminated, and those remaining are made as simple 
and workable as possible. 

The second speaker, Mr. Libbey, urged a greater use in 
offices of standard practice manuals designed from the 
employee's point of view. 

“Office 


routine ijeshiandi, 


procedure has been lightly described as everyday 


and yet no executive has learned to live 
without it,” he pointed out. “One clerical act is trivia 
beneath executive attention, but all clerical acts fitted into a 
pattern are your office, its services and its costs. 

“Procedure manuals are designed for the practical guid- 
ance of employees,” he went on. “They record the results 
of investigation, standardize the clerical activities, and 
remove these details from continuous executive attention.” 

Mr. Greenwood his talk stressed the necessity of co 
operation on all levels, from president to employees, for 
effective initiation of a work simplification program. 

“Don't start a work simplification program from the 
middle expecting it to work both ways at once,” he warned. 
“Get the worker on the job into the act. As a participant, 
you melt his resistance to change. He offers suggestions for 
improvements in proposed routines and helps materially in 


making new systems work.” (To page 77) 
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Super-Lok LOOSE LEAF BINDER 
Exclusively manufactured by Federal Loose Leaf Corp. 
NEW - ECONOMICAL - EFFICIENT 


This binder can be made to 
specifications with various post 
arrangements from 1/2" to 3” 
minimum capacity and allows 
for a maximum expansion of 
90%, above minimum capacity. 
Comes with or without window 
in backbone. 

Heavy imitation leather or 
blue-slate canvas over stiff 
binder board. 

Write today for prices on your 
particular specifications and 
quantity—also send for our 
latest catalog NOW 
READY! 


Insert sheets removed 
by lifting from — 
with transfer Bar, 
illustrated. 


The Sup-r-Lok Loose Leaf 
Binder (Pat. No. 2,568,227) 
incorporates new and simpli- 
fied features in the locking 
mechanism which make per- 
formance and operation 
smooth easy and non-sticking 
and which economically in- 
tegrate the parts for prolonged 
life efficiency and improved 
appearance. 


Super-Lok is now being used 
hy the U S. Government and 
leading firms from coast to 
coast, 


“Registered U. S. Patent Office 
THE GREATEST NAME IN LOOSE LEAF BINDERS 


FEDERAL LOOSE LEAF CORP. 


M. W. Federbush, President 
380 SECOND AVENUE NEW YORK 10, NEW YORK 


Something WEW in 
OFFICE WIFE’ ae 


e Costs less than half of any other sys- 


tem... Saves up to 50% of dictation — 
ctront transcription time! New STENO by 
le ° Crescent electronic dictation has noise- 


pictation » free voice clarity. ... Comes with built-in 
Its Best: 2-way Intercom, P.A. and All-Call facili- 
At ties at no extra charge. It’s the simplest, 
easy-to-use system ever devised . . . find 

out about STENO, today! 


FULL DETAILS ON REQUEST... NO OBLIGATION! 


CRESCENT INDUSTRIES, INC., Recordit Division, Dept. M. ' 
5900 W. Touhy Ave., Chicago 31, | s 
Gentlemen: Please send me 12-page, 4-color brochure : 
describing the amazing, new STENO. 5 

' 
a ee é. ’ 

' 
Street Address__ a ———a : 

' 
City neianiaseealndteinnmaniniaane _State_ ee yy 
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OSCAR ,,,. YOu 
CAN'T SEF My 


No USE 
LOOKING, 


PAYCHECK 
ROUGH TyIs 


glassine or cellulose transparency. 


i REAR ae ESS 22: 


Improves health and morale— 
lower absenteeism. 


Write for Bulletin OL-4 


Originators of “Outlook” Envelopes. Est. 1902 ai 
1005 WASHINGTON BLVD., =o 7, Wt. te 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 


Write for samples and prices. 


LOCKERETTE 


—Combines the bes! 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 


and 
not 


light. Employees do 
face the weather in 


damp wraps that have 


lune 


crumpled 


hes. soaked by wet 


hats or gloves. Each 
person has his own 


spac 


x 
box 
and 


Loc 


too 
(° 


the 


acct 


ed coat hanger, venti- 


a shelf and 12” 


x 15” deep lock 
for lunches, tools 
personal effects. 


kerettes save space 
the No. 6-12 


2-column) accommo 
date 


S 12 people in 6 feet 
No. 9-18 (illustrated) 
mmodates 18 in 9 


feet. 


VOGEL-PETERSON CO. 


1121 West 37th St. 


Chicago 9, Ill. 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave.. 
New York 10, N. 


Miscellaneous 


OFFICE EQUIPMENT MANUFACTURERS WANTED to manufac- 
ture and sell new time-saving sorting device. Address A. H. Lindsley, 
English Village, Cranford, N. J. 


For ‘or Sale or I or To » Buy, L Used ‘Equipment — 


WANTED—ALL TYPES OFFICE Machines, Filing Equipment Furni- 
ture, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Wire, Phone. CAnal 6-2054, National Office Equipment Co., 429 
Broome St., New York 13, N ¥ 


WANTED — ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, 
Mimeographers, Postal Meters, Folding Machines, Calculators, Adding 
Machines, etc. We pay top prices. Write immediately. Northway Dis- 
tribut ors, 2621 Ast Ave » Se attle, _Wesh. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman E: rbe, Rand V Visible 
Cabinets, wood and steel. Addressograph Cabinets and Trays, Ledger 
Trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this equipment. Universal Office — Co. 
Inc., 7 Ww Waverly Place, New _York, N. Y. _ GRamercy 3-3741 


Vv ISIBL E EQUIPMENT bought and sold and exchanged. We cuties 
in rebuilt Kardex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully reconditioned 
and guaranteed. Please write and tell us what equipment you need or 
have for sale. Heineman Office Equipment Co., O. M., 4 N. 8th St., St. 
Louis, Mo. 


INFORMATION 
SERVICE 


Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 
The Magazine for Office Executives 


212 FIFTHAVENUE NEW YORK 10,N. Y. 
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Following the talks by the three experts at the Wednes- 
day morning session, the audience heard a recording of a 
discussion in a hypothetical company in which the company 
president, discussing the accomplishments of the program 
instituted by an outside methods expert with the methods 
man, suggests an extension of the program within his com- 
pany, but asks if supervisors cannot be trained to carry on 
the new specialized work. The office manager is called into 
the discussion, and he takes the position that supervisors 
can and perhaps should be used for the extension of the 
methods study, while the methods man states his belief 
that the program will be most effective if additional trained 
personnel are brought in. 


The question raised in the recording was then turned over 
to the panel of speakers, and to three office managers for 
discussion, and in general the positions taken duplicated 
those advanced in the recording—the methods specialists 
arguing that a methods program, except in its simplest 
manifestations, must be conducted entirely by experts, while 
the office managers argued that their supervisors knew their 
own companies and methods better than outside specialists 
could, and were therefore the most logical people to carry 
out the methods program. The office executives also argued 
that bringing in outside specialists would be bad for office 
morale as compared with assigning the methods improve- 
ment work to company supervisors. 

The annual luncheon which followed the Wednesday 
morning session marked the close of the 1953 annual con- 
ference. 


Major social event of the conference was the Chapter 
Presidents’ Dinner on Sunday night before the formal open- 
ing of the meetings. At the dinner, the Schulhof and Pub- 
licity Awards were presented, and A. G. DeVaughn, na- 
tional vice president, explained the Geyer Award, given 
annually by Geyer Publications to the NOMA chapter 
which has achieved the highest membership renewal rate 
during the year. This award is presented later in the year. 
Entertainment by Morey Amsterdam and other stage per- 


sonalities followed. 


Other activities on Sunday preceding the start of the 
business sessions Monday morning included the Chapter 
Officers’ Council, in which members of the NOMA national 
staff led a discussion with chapter officers and members on 
activities at the local level, and a tea for women NOMA 
members and wives of delegates. 

Two tours and a luncheon were also offered to NOMA 
wives and guests during the conference. 


The All-Purpose Business Show, which was he!d in con- 
junction with the conference at Boston’s Mechanics’ Hall, 
opened on Monday of the conference week and remained 
open through Thursday, one day after the close of the 
meetings. Over 80 manufacturers had displays showing 
hundreds of products in the office furniture and equipment 
field. Many new products were shown for the first time in 
this country at the show, including the line of Powers-Samas 
accounting machines made in England, which will be dis- 
tributed and serviced in this country by the Underwood 
Corporation under the trade name Underwood-Samas. In- 
cluded are a complete line of automatic key punches 


sorters, tabulators, and summary card punches. Most re- 
markable thing about the English machines is the size of 
the cards used, which are much smaller than conventional 


American punched cards, 
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automatic verifiers, reproducers, interpreters, interpolators, 


A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 


So i SETTER OFFICE APPEARANCE 
AND PROTECTION 
Bassick Casters — Glides — Desk Shoes 
Rubber — Chair Mats — Fibre 


Desk and Chair Guards 
Plush Fenders — Fan Covers 


WRITE FOR CATALOG — DEPT. F. P. 


THE FLOORCRAFT COMPANY 


393 BROADWAY, WORTH 4-5810, NEW YORK 13, N. Y. 


SS 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


The only low priced copy 
holder with high speed 
line finder. 


only $5 -45 


Just flick the rubber 
wheel to operate line 
finder— 


"It works like a charm" 


FRANKLIN TABLE CO. 
116 N. 4th St., Louisville 2, Ky. 
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ADVERTISER'S INDEX 


bas iCK , 
. CASTERS 


PROTECT YOUR FLOORS 


Roll smoothly, easily, quietly 


““Diamond-Arrow” Casters 


Most efficient ball-bearing 
swivel casters you can buy 


For wood-base chairs 


For tubular-base chairs 


For metal-base chairs 


These well-made Bassick casters are easy on your 
floors, easy on your budget. Soft rubber or hard 
composition tread. Ask for them at your office 
supply store. THe Bassick Company, Bridgeport 
2, Conn. In Canada: Belleville, Ont. 


lame BASSICK 


MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 
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Reynolds & Reynolds Co ——-? 
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Roberts Rubber Co., Weldon... 70 
Agency—La Porte & Austin, Inc. 
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Security Steel Equipment Corp. 6 
4 gency—Kenyon-Baker Co. 
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Furnishing a new office or modernizing ... you get the maximum in % 
quality, value and style in every piece of steel office equipment when you * 
go Berger all the way. And from your perfectly-matching Berger ; Aw 
companion pieces, appearance that says: “All things here belong together”. rt: 


See your Berger dealer—go Berger all the way! 


Channel iron frames of sturdy 
Berger Steel Transfer Cases 
permit stacking without dan- 
ger of collapse or tipping. 


iy 
Berger Steel Vertical Complete Berger line includes 1 
STEEL OFFICE Files feature all- wide selection of Steel Storage ; 
welded. super-rigid Cabinets, Steel Wardrobe Cabi 
E Q U | PM E N T construction nets and Steel Book Shelf Units 
BERGER MANUFACTURING DIVISION Pes 
REPUBLIC STEEL CORPORATION en: 
1062 BELDEN AVENUE CANTON 5, OHIO 2b 
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Before you buy any typewriter 
... be sure to try the new 
Underwood Electric! 


* * Write your name and business address on the 
coupon... cut it out and mail it today. We 
will a-k your local Underwood Representative 
to let you try this exciting. fast-writing ma- 
chine in your own office. on your own work. 
Youll love it! 


Underwood Corporation 


Typewriters... Adding Machines .. . 
Accounting Machines 
Carbon Paper ... Ribbons 
One Park Avenue. New York 16. N.Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Evervihere 


‘- PYR Lal UN E w ar ee a 
SANS 
—- MticRidniccibesisetssnaunnaCasenebeausd T UNDERWOOD 
+ Underwood Corporation - ere : 
. ‘ 
§ One Park Avenue. New York 16. N.Y. ‘ 
: 1 am happy to accept your invitation to try the Underwood ‘ 
s ELECTRIC ... without obligation on my part. ® 
. ‘ 
: AM. : 
: a _P.M. seems to be! 
# convenient. But have your representative telephone first, to confirm. ‘ 
. ‘ 
s Name Se ‘ 
4 ' 
Und | Eleetrie jx: - : 
MA" > ) : : 
nderwood Electric ft sw, : 
° y + City State ° 
.. made by the Typewriter Leader of the World: 
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